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DHS is the busiest FOIA Agency 


« 

* 




5 






6 








the Worksheet window 

■ Allows the user to perform case processing tasks like case 

rtft a* A n t A f A a a a a da lA hA a t # A S a a a a a b a a a a ,a a a a a a ca a (a a a A m A 

nrnnT nn pnnn OMtrHfBi/OS pnnn f'iflOQ pnco OQQPf'nGO QTF* 

uccmuii, vduv quui uvdL udoc wiUuCj vdoc ocdi vi icd 5 civ. 

■ Available to the following user roles: 


■ Case Approver Track 1/2/3, 

■ Administrator, 

■ Unit Chief, 

■ Up-front Approver, and 

■ Stand-Alone. 




Scan 


This application handles conversion of physical documents into 
digital images. 
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■ FIPS uses imaging technology to capture electronic copies of 

W V W ! 8 

ranpr Hnn impnk accnri^tpHI with FDIA/PA rpniip^k initially 

UGUwI UwwUIIIWlllw QOOUvlQlwU Will I I \J\r\il f \ IwUUwOlu II IIUQII y , 

when we receive responsive records, and whenever we 
eceive corresDonoence about a case. I ne initia control 

r 

■A i 8 IAA [a A M8 A Uh aI dfflt ■ IA ' ^ it d f P \ '* ' A A (A IA A aI a! A A 8 8 IAA A lA Jb A A A 8 8 All 1 a A I 

number ends in KtzQ. o canned documents cou d be. 

■ The initial request letter and supporting documents (correspondence, the 
envelope, etc.) 

■ Requester Documentation (if we have asked for additional information or 
consent) 

■ Responsive Records (and Staffing Response) 

• Supporting Documents such as address change, request modification or 
withdrawal 

■ Remand/Non-Compliance Appeal 
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December 3, 2010 

MEMOIlAKDUM FOR: 

DRO-SEA Seattle 
Deportation Asst 
206435-0061 
BontvWon* 


»;A wprtww of twoMXKiSKgrttjr 
National Records Center 
P.O.Box mm 
Lee's Sunmit M0 MONOIO 

'lllk US fitmwhm 


I UAUtizsnaiip 


ouu ■i.J.U.l 

W& Services 


ATTN: Bouly Won* 


SUBJECT*. Freedom of Mbrwatiou rPnvaey Act Request HRC2010000806 

Alien UK3m 
Subject N;ime: Clms F. Bacon 

The attached FOIi'PA request is forwarded to your office for action. Due to die su 
liijtli probability your office will have records responsive to Hie request, 


• Please conduct a thorough starch for nil responsive records physically in, and within the functional 
pirnKwofyoiir office. 

• Send a copy of all responsive document? to the FOIA office m their entirety DO NOT MAKE 
'°ii REDACTIONS. 

• Bracket any documents or portions thereof that you believe should be witlilield. Please include a brief 
explanation for your action Bit FOIA Nt;ilY will not release those items so infaed without 
fmthenliscujsionwitlim 


you need ether assistance or believe this request should be staffed to another office, please 




•1 SseL ■ 1,'2 Ate Lr 23 









■ The contractor sends for the file or retrieves the file from the 
shelf at NRC. 
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During Redaction: 


■ Case Processors can perform the following activities in the 
redaction application: 

■ Highlight an area of text to be redacted, including a toll page. 

■ Assign exemption codes to redacted text. 

■ Remove hiahliohtino and redactions 

I \wl 1 1 U « v ! IIUI mUi ill! !U ui iU ! vU uul! U! iOi 

■ Create Discussions for unusual circumstances that have affected processing 
decisions. 

■ Refer records to other government agencies. 

■ Create a Summary Discussion. 

■ Create a final action letter to the requester, explaining what FOIA/PA 
Exemptions were cited, giving a brief explanation of the types of information 
we withheld under each of those exemptions, and explaining how to appeal 
our determination, 

■ Create referral letters, as needed. 
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STEP 4: Reviewing, Approving, anc. 
Closing the case 


Approves open casss n Queue n tne base Approver ro e. 

a a jw nr d w « w i w w jw w b b nr w* w w w d i 1 wj vi w wo w b e e o i i w w wi nr w » o oir jw i nr v nr n □ nr i nr 1 


he standard menace s tne comD ned works leet and made 

W 

Viewer forms in the FIPS application. The approver also has 
the redaction palette. 

The Image Viewer window allows the user to review the 
responsive records and any redactions. The approver is then 

ohlp fn fina i?p and Hhqp thp raQP 
quic iu in id diiu viUvC uic vdoCn 
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Reviewing, Approving, Closin 



Case Approvers can perform the following actions: 


■ Process records 

■ Review redactions and send the case back to the processor, if necessary 

■ If applicable, assess fees for services rendered, pend for payment, and 
update case when payment is received 

■ Change a final action code 

■ Modify or create new correspondence 

* Close the case and send it to the printing queue 
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Documents in the print queue do not print until the Office 
Automation user selects them, at which point the Print 
anager application wi send the S6i6ct6d documents to tne 

W mAnwo nrinf m ifii i/a tat nnntinm f a IKa Hami i t nnnlAr 

inuows print queue lur printing to tne ueiau t printer. 

We print to CD by default. We send paper records only when 
the requester specifies paper or if the mailing address is to a 
detention facility or correctional institution. 
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Je “OA Room” 


Office Automation Personnel can perform the following 
activities in the printing application: 


■ Choose a printer to which to route the print jobs. 

■ Select specific document types to be printed. 

■ Select all types of documents to be printed. 

■ Select documents to be printed to paper, if paper is required. 

■ Request a previously printed document to be printed again. 

■ Print acknowledgment letters, transfer letters, referral letters, status letters, 
staffing letters, responsive records, index worksheets, final action letters, 
request letters, staffing responses, request statuses, and payment letters. 
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REPORTS 


■ FIPS generates reports from the FIPS database used by managers at 
every evel of the FOIA/PA process. 


Reports are viewable in a Crystal Reports frame, and exportable to 
PDF and Excel. 


■ Managers at various levels are interested in different kinds of reports. 
Reports categories are: 

■ Annual 

■ Appeals 

■ Balanced Scorecard 

■ Detailed 

■ Management 

■ Monthly Performance Measures Detail 

■ Monthly Performance Measures Summary 

■ Summary 

■ Troubleshooting 
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S fee : Dowel List Goen * i fed I? ■ ; Dashboards ’ 


: Preser-es Afei Log 0«t 


§ : t : few - Add 


r-Mv Favorites 


feF Public aiders 


: Search title 


Appeals 

Balanced Scorecard 
Derailed 
Management 
PM Detail 

Summary 


l Barcode Ger erator 


Gwstal Report 


Administrator 

Administrator 

Administrator 

Administrator 

Administrator 

Administrator 

Administrator 

Administrator 

Administrator 

Administrator 












Uii uepartmeni or 
HomefandSectirife 


Assigned Cases by UserED 

Fro: To: 


ubUtensRtpaotf 
Immigration Sensces 

FOftansf Privacy Ac! 
WomwBpREessirc 
System (FPS) 


Region: ALL 

Request Source: ALL 

Office: NRC 

Category: ALL 

Assigned To: All 

Type: ALL 

Final Acte Code: ALL 

Bareae: ALL 

Case Type: ALL 

Track: ALL 

Transfers/Errors: ALL 

Staffing Type: ALL 

Rote 

Control Number 

.... .5 \L GfiSw/ 

Case Creator 

NRC2012Q59238 

Case Creator 

MRC2012065753 

at..!.,, {leases) 


Processor 2 

NRC20111 12905 

af ’ ’ (1 cases! 


Processors 

MRC201 2054475 

an " (1 cases) 


Processors 

NRC2012Q54&33 

«... {8 cases) 


Administrated 

NRC201 1167046 

Administrated 

NRC201 2001 076 

WDf'OOl WWJPJ 

Nmmm L 
Administrated 
Approved 

NRC2012Q19546 
MRC201 1111933 

Apbrover3 
a, ' (4 cases) 

MRC2012033315 

Case Creator 

NRC2012065752 

Case Creator 

I 'a( r. ! ’jrftiiirtr 

NRC2012068590 

w3S8 u BdlOf 

Records Locator 

NRC2G1 11 13516 

a (5 cases) 


Processor 1 

MRC201 106B239 

Processor 1 

NRC2Q1 1102038 

Processor 2 

MRC201 2011719 

Processor 2 

NRC2012015953 

OfiAfi'vIr i 

yoroMo.ui'wn 












Ill 



Here, a first- 
line supervisor 
has generated 
a four page 

mnnrt for nnp 

fe P 0fl !Uf une 
nrocessor. 

r VVWWWI 

First line 
supervisors 
are interested 
in production 
and correcting 
errors. 
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Some reports in Crystal Reports have a column of actions for every 
FIPS user. Those reports scroll to the right until the last user, and 
are impractical to print. A supervisor can export reports to Excel 
and lock the first column with the legends to manage the data more 
practically. 
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» ATATSAtsAn AHA WA1A 
m \ Ml M i s M i \S 5 H 

ulQUOUvQI ONOIVulOj 

■ Dott ©necKs 

■ areas for improvement, 
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Number of Cases 
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To define Freedom of Information Act and 
the Privacy Act. 


To understand the concent of creatino 

I V Wl sUWI vlWI iU U IW vvl v! wH vWUI SM 

cases in r Pb by reading and ana yzing the 
information provided on the FOIA/PA 
reguest. 



NRCFOIA Program Office 



I - Freedom of Information Act 
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Freedom of Information Act 


• The Freedom of Information Act gives all people the 
right to request federal executive branch records. 5 
U.S.C. § 552 

! 4 w/flft ft « nXXk /ft M* /ft n/ft //ft i/ft |A /ft /ft a g | ./ft i/ft wU i/ft /Oft i/ft ./ft //ft /ft ww /ft i/ft i/ft » v hA i/ft /Oft /Oft ift /ft! 

§ fi nu norPnn pnn rofinocT aaaqoc ta ah\/ ronn m 
s\\ S ¥ U yi StJ s i wul I I I vil U vv I OwWw ww WJ USS S ¥ 1 yyy E v! 

maintained h\/ an\/ forlpral anonru /thic annlioc tn 
! i idii Eioii Euu uy ally Ecucia! dyciiuy ^11 910 appilUg lU 

Executive Branch only). The FOIA has its own 
definition of “person.” 

• Requires agencies to release the requested record/s 
unless one or more of the nine exemptions protects 
the information, 




1 


Ml 


gency Requirements 


Agencies must. 


- Conduct a diligent search for records responsive 

tn thft rpmipct 

Iv U I v I yUU vyi 

- Comply with time limits: respond within 20 
working days (unless unusual circumstances 
exist) 

- Release responsive records unless an exemption 
applies 
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Kequester requirements 
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limit what the government can do with 
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- No secret records 

- Records created are limited to only those that are necessary 



43 



Part II -Case Create 


The objective of this class is to be able create a case in FIPS by 
reading and analyzing the information provided on the FOIA/PA 
request 

• This includes: 

• ensuring that the database is accurately completed, 

• researching/locating the file/record, 

• staffing for the correct file/record, 

• verifying that agreement to release the file/record is present, if necessary, 

• determining if additional information is needed to locate the file/record and 

• acknowledging receipt of the FOIA/PA request. 



NRCFOIA Program Office 



Requests 

• A rpnnpst must bp mpdp in writinn and rpasnnahlv 

n lutjuuoi muoL uc inciuc m vviiuiiy emu iuooui lauiy 

describe the records being sought. 

W w 

- Form G-639 

- Letter from an attorney or renresentative 

L v llv ! ! I v > < I M I ! U ILv i I i y | V i I y U S vwv I I IQ U V v 

- Letter from the alien. 

• How do we get them? 

• Mail, fax, hand delivered or via e-mail. 



NRCFOIA Program Office 




46 




47 



Case Create 


isertA-Number 


nsert Topic if 

the Topic is not a copy 
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iocument 
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Abner Doubleday 

1 Hail of Fame Drive 
Cooperstown NY 12345 


Edit Requester 
Change Requester 
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0: P |:C ;Bofder Patrol Apprehension Data 


type * : FOiA Request 
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U Print To CD 
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meet two require 


Disclosure likely to contribute significantly to public understanding of the operation or activities of the government, and 

Disclosure not primarily in the commercial interest of the requester. 

The person has to ask for a fee waiver specifically. A statement of financial insolvency included in the request is not the 
same as asking for a fee waiver. 


If the requester has asked for a fee waiver, create a case note saying “Fee Waiver Request” and send the case to Records 


ulucizeii 


NRC FOIA Program Office 
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Received Scanned Created Perfected Final Action Closed Final Reply Due 
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Topic: 
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Source*! 
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i Save j 
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| Request Letter 1 2 Scanned 3/4/2010 1:06:57 PM 
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| FIPS will automatically conduct a search for delinquent fees 
owed by the requester, using the last name of the requester. 

If a delinquent case is found the box shown below will pop-up. 
| Because the search criteria used is the last name the results are 
I not always an exact match. 
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scheduled hearing, 
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Cover sheets 
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rack III Cover shee 


Track III Requested 
APPROVED 


DENIED 

CC: Please prepare acknowledgment letter and Track III denial letter. 

IJ Decision entered on 

Decision: 


Appeal of IJ decision does not meet track III criteria. 

No supporting documents attached. 

Supporting documents not attached as stated in 
requester letter. 

No hearing date set - cc * check EOIR (on 9101 screen press F1 1 to see EOIR) for hearing date 

update. 


Per: 


Date: 


NRCFOIA Program Office 23 
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the following criteria must exist. 
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• Please expedite my FOIA/PA request,': This is an expedited request. 

• ‘Thank you for expeditiously handling my case,’: This is not an expedited request. 

• "Request that you expedite my case because my client has a hearing.': This is not considered an 
expedited request, and we will treat it as a Track 3 request. 
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What is Agreement? 
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those records to you or proof that individual is deceased . . . must be 
submitted. 
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signs, is the following statement: 




Accredited Representative of any record pertaining to me 
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The following is an excerpt from the Instructions for Form G- 
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fi 

B 



- Full Name 

- Mai inn adrlrpQQ 
ividi niu duuiCuu 


nf Dirth 

— Udlu 01 Dli in 

- Place of Birth 




28 U.S.C. 1746 (penalty of perjury in lieu of notarized 
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Reasonable Description 



of the records being sought. 
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Requesting More Information 


We will ask for these items of information only if we need 
them. In the earlier scenario, we said the requester gave us 
name, address, date of birth, place of birth, but no A-number, 
and we Qot multiple matches or no match at a I. 


We will request A-number, Application or Petition number, 
parents' names, other names the subject may have used, and 
other information that may be in CIS and would help us identify 
the correct file. 


If you request more information, do not staff for the file. Pend. 
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Staffing 
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* Q aa! 1 ! ah Q A/^rlfAACAA i mi 101 ia paai lAoto nnrl 

* oecion o auuiesses unusua igqussis 3nu 
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Objective 


To become familiar with CIS, CLAIMS and 
PCQS searches. 
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I 


1 


mmmi 


kki ; m -m 

MWE; Jjfe II: 

mm »/«> \] Q 


ts-msi wiA 


'IXIT 


mu: nmm 
ismi. m 


: m jspiw 

S-psUcatiw Status 

kmm ! &e*«ktic* 

T y 

failsafe 

Telelto Help Facility 

2 Kfi 

Nailable 

TeteVk* Message Facility 

3 mi 

P,n\ table 

Ills 3- tea tea 

i HtflilfS 

Nailable 

mmsHm 

5 mim 

Nailable 

mmffimummm 

8 J47II9K 

table 

amt 

" J427CICS 

Nai table 

ll 1PIS 

3 3504CICS 

Nai table 

it mi 

§ m im 

Nailable 

mi 

■it JSKIllS: 

Nailable 

m 

il J5*7»« 

Pm table 

tmmm tmwm 


m* heu> m* m m* mi &■ m* mi m m» mim pm mu sores 
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COMMAND: JUMP 


Where in CIS do you find what 
commands you can user 


JUMP MENU 
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' 91 Search Menu 

i 01 nicnhu Maui i 

9 gl U SD 3V luNU 

W mom Rnr 8 w |W 8 w» W H 1 8 W 8 n W« 

• 93 Add Menu 

• 94 Maintenance Menu 

. ftf TmamaIah IUIamm 

• 95 I ransier Menu 



C MJUi DEPARTMENT 0 : HOMELAND SECURIT* ■ USCIS 

02/17/09 

CQMVAND: JMP CENTRAL 1 NDEX ST5TEM • JLHP MENU 



0t:3l:'S 

|JM 5 CODE DESCRIPION 

JJM 3 CODE DESCP.IP'1 0N 

JUMP CODE DESCRIPTION 

!l SEA (SEARCh MENU) 

Sill DROP CARD HI STOR v 

Sill DA 

DENI CREW LAND 

II HI ID 1 D- NLUBER 

1221 M RLSE BIST LIST 

Sili ST 

STOIAIAIS 

SI 61 SL SOLID' LINE NAME 

Slli ORAL RLSE ACENCI LIS 

9324 CD 

CRE9 DESERTS 

Sill EX EXACT NAME 


mi sc: 

BORDER [ROSSI HC 

SIS! ANA ALIAS NAME 

Si ADD (ADD LIEU) 

Siil CHR ICC DENAIL 

III! LAPS LAPS EXAC NAME 

Sill IF NEi FILE ADD 

Sill AN 

APPREHENSION 

Slli SDOE SDLIDEX IJCN 

Sill HERE VERI F v FILE 

Sill CHS CRIMINAL HIM 

Slli APR Af IP’ REQUEST 

Sili M ADD ALIAS 

1344 DE 

FAIL TO DEPAR - 


Sill IS «AT! STUB 

SiAS 5 I 

PROSECUTION 

SI Dl S (CIS FLA 1 MENU) 

Sill DR PER! V CITIZEN 




1211 PEP PERSONAL DATA 

Sili CD EITH CHILD 




111! DATA 01 SPLAT ALIAS 

SilUP EXPATRIATION 




Sill EARN) DATA FROM EARM 

Sili RF REPATRIATION 




ill] EADS DATA FROM EADS 

Sili COA STATUS ChANCE 




Sill BIST STHS/HISTOPT 

Sill RE HI REVOKE U’Z 




122! CARD CARD DM 

Sill CU CRE1MAN LANDI 1C 





1LEAR EXIT FFl PACE AHEAD 


FFi HELP 


PFS U N MENU 


SELECT , IMF CODE | El THEN IUMEP C OR CHARAC'ER CODE) AND FltEiS ENTER. 









A 


Number? 


! Icnci \i \a/d non find o norenn hoooH ah o 

UuUu v vve La u d jc ou UduCU u d 

me W' WB Wtt » » W W WTl 19 Ban 8 Wl W» W H W S a «W Wtt W %F WB W B B Wi 

name and date of birth. 

TU apa aai i ! A Ka xmrmhnnfr in oaa Imno 

fee LUU U Uc Vd d u h hue Uh 

ww fvuivftiiviiv W|VW migv. 

There could be aliases. 

There could be typographical errors on 
names and dates of birth. 
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FOE FCO 5I55L LDL 


PRESS ENTER. 

PF4 RETURN FFE HELP 


S E.AFCH 


PRESS PF1 
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Exact name search with DOB 


(b)(6) 
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Search Cntena: j >,; :3n4 c €2r; ^ 
Last Name: >0¥ERVEDE£ v 



Rfst Name: 


•First 'terns 

jDatecf 3irtS 

fc-Parzcn Fm z Ini 

jcvwr-A 






mizi 


CIS COR 

m\oi 


mm 
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Search Criteria^ 

! ; -:srre search 

v ; [5: Se! : s:t A 

Last toe: 

OYERVICES FLvE 

b : gjASu 

: 

First Marne: 

EEYttOL. 

[0 CISCOS 

Range: 

r 

+!■■ SG 55yS 

T Pi CLAIMS 

: f \ CLAIMS 

Date of Birth 1 
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iscussion 



ss 







COMMAND: 


CENTRAL INDEK SYSTEM • ID I SEARCH/ Dl SFLAY 


( A/AA/AB/ C/DA) 

( DL/FB/FP/I / PP/SS/TD) 
LAST: SAPASTI f ARANGO 


All kVi) 


EDUARD' 


SEX 


A S FCO: 


□ 


CFG 


p) s y f 


5 C A T I OH 



DDE 


< 


10102508 FATHER: 
10102008 MOTHER: 


SSN 

I ■ i 4 A L f f>i r 

PASSPORT I 
Fa! I 
DRIVER LIC 
FI NGE P m 


CONSOLI DATED A HOE --OTHER INFORMA 


QVER'KEY I DUO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT FF1 NEXT 
PF2 PRIOR CONS kt PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU FF8 H 

PFE' E AD PF 








Second A-Number 



8 ^^ p , fJ5 



He Edit Session Jansfer Program Options Window Help: 


llfi ii f§^ a 


m 


(€3 

■I 


jfl 


a 


MIJHIV 


DEPARTMENT OF HOMELAND SECURITY • U$CI $ 
CENTRAL I FIDE I SYSTEM • ID I SEARCH/DI SPLAY 


II ii* 1 •' 

! I i V W , hr 


HI Z I ,« M i. [j ; ! v ; pi: ’ ^ 

(DL/FE/FP/I /PP/SS/TC) 


LAST: MOHAMMAD 


(b)(6) 


ii | i^Fs 

ft. L r. j L j 


f. i(T" ft a 7 r , 

Ml i UM i r . 


| ft ft < T I ft l i , 

LuuTI un. 


5 c i 

* u < 


R ft ft 

P us; 


o 


DOE: 


NYC SF( 


>Sli; 


DFO: 1102 1 992 


Yk 


CONSOLIDATED A- NOS • * OTHER I NFORMATI Oh 


I ■ 94 ADM l: 
PASSPORT l: 
FBI #: 
DPI VER LIC: 
FI MGER CD#: 


OVER-KEY ID# TO DISPLAY SEW PERSON, PRESS ENTER. CLEAR ENT FF1 NEXT CONS A# 
PEC PPIOP C0I1S A I PFS REFRESH PF4 RETURN FF5 HELP PF6 MAIN MENU FF8 HI STORY 

PF9 EAD PF11 EOIR 


HUM OVR 




.mmmsmsmsmmmmmwm 
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' END OF SEARCH Dl SPLAY 41 * 

VI EW PERSON DATA PLACE CURSOR ON Li \\l ■ PRESS ENTER. 


CLEAP Exit FFl PAGE AHEAD FF 2 FACE BACK PF4 RETURN PF5 HELP 
FF 6 MAIN MENU PFS ALTERNATE SEARCH 
it CODE: P.2 B452, L12 B452. 


EXACT DOE: 












For Official Use Only ■ USCIS FOIA Program Office 


107 





: l2-t ferns 

: First ferns 

: Dste r J Birth a 

| Psrsan Found 


mi 

MCA 

/I 

}"T C - "HR 

xm 

;s7i itabsr 

RUIZ DE ESPARZA DE PEfS 

Cl BLANCA 

(1 

Mgr 

Ktiffiber 

RUIZ LORES 



wmsrn, 

iso te&er 

RUIZ RODRIGUEZ 

BUAl'iCA 


CISCOR 

rein Itab-sr 

RUIZ 

8LAEA 


CISCOR 

Keipr timber 

RUIZ 

RLAIjLA 


CISCOR 

: e* Hwnber ; ;;; 

UURUIZ 

gtajjCi 


CISCOR 

(b)|6j 
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AS PACE 0001 department of homela 
i: | CENTRAL f NDE^ SYSTEM ■ 

SOUNDS LIKE Ml Wl TH 

f, r '* a n r-. ,* r- r .* p ^ * ' s * * *• * 
k f- i > j k i V H-ii I s 1 1 i I 1 1 ! m ! I i 1 1 
I L * V Iv W ,! r L P L.< V V -v V V w V 

DATA: FN/LEN: KHANH 


II TIP IF FI UK FPfil 


END OF SEARCH DISPLAY »“ 

EW PERSON DATA PLACE CURSOR ON LINE • PRESS ENTER. 
CLEAR EXIT PF1 PAGE AHEAD PF2 PAGE BACK PF4 P.ETU 
PF6 MAIN MENU PF9 ALTERNATE SEARCH 
SOI! I NFORMATI ON Oil FILE FOP SPECIFIED SEARCH. 
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It would be 
hard to find by 
name search. 
She has a 
fairly common 
name. 



CLEAR. EXIT F'Fl 


PF$ REFRESH PF4 RETURN PFF HEi 
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of 


D: 


CENTRAL i NDEK SYSTEM • " SOUNDS 


searcf 


LAST NAME MATCH: 
FIRST NAME MATCH: 
‘'PEN II NAME; 


EXACT DO 


r, a n n ■' i i r 


POE: 

MF' 


( NUMBER OF EXACT CHARACTERS TO FIA 
OF EXACT CHARACTERS TO HA 


' I : 


MM 


> DATE RANGE * YYYYR; YtYY-YEAR, 


5- CHARACTER 
5- CHARACTER 


CHARACTER PORT OF EHTR 


COUNTRY CODE 


* I ' MT D '“■“'ft 


i“ p 

( ! ! I ) h 

v v t L. 

I 


CODE > 


>3- CHARACTER CLASS OF ADMI SSI ON t 
(3- CHARACTER FILES CONTROL OFFICE 


ll'*: 

FCO: 

SEx: (H/Fi 

T NAME IS REQUIRED FIELD, OTHER El ELDS ARE OPTIONAL. 

IIF'f SEARCH CRITERIA. PRESS ENTER TO INITIATE " SOUND LIFE 
LEAP EMT FF3 REFRESH FF4 MENU FF5 HELP PF6 
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xact Character M atch/CO B 


Because I 
know this is a 
fairly common 
name, I can 
specify number 
of exact 
characters to 
match and 
specify COB. 


’ ! ■ . ' ■ Xv '■ ' !v . ' • XX! X X X X X X ! ! XXvXX XX ! X X ! X ! X , XXv. ! !■ XXX ! ! X ! XXXX X X X X XXX ! X 

- 


File Edit Session Transfer Program Options Window Help 


. □|Xj 

Jsixi! 


IH 11 


m 

i 


■I 


m 


i 


C! MSND 
COMMAND: 


DEPARTMENT 0? HOMELAND SECUP! TV 


ijcri c 

V r V* i 


IDEA system • ' SOUNI 


: LAST NAME: im 
FI PST NAME: k H a s r 


i "c. m 


LAST NAME MATCH: 
FIRST NAME NATCH: 

wrwm 


i NUMBER OF EXACT CHARAC 
(NUMBER OF EXACT CHARACTERS 


0 Wi 


i ' fi. 5 

V V 

: n. 0 


(b)(6) 



( DATE RANGE = YYYYR; 


1 1 'f 'r « y t a k , 


is.rHMMTE? royimy rm\ 

, St" V I ! i i ! > ■ 1 V ! L ! \ V V V 1 1 ! r i V V i t ; 
i r> p | i ; ft <, i** * p ft * * | i [, | * fi * a ft p : 

( 3' ! E f. VJItIiP. ( LvUL) 

( 3* CHARACTER FORT OF ENTRY CODE) 


I Mm 


1 ! J 


(S- CHARACTER CLASS OF ADMISSION CODE; 

FCO: { 3* CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (N/F) 

HAST Ml iS REQUI RED FIELD. OTHER FIELDS ME OPTIONAL. 

SPECIFY SEARCH CRITERIA. PRESS ENTER TO INITIATE * SOUND LITE’ SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU FF5 HELP PF5 MAIN MENl 
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(b)(6) 


END OF 


SEARCH Dl SPLAV ■ 9106 $0 
k PLACE CURSOR ON 


i A 


CLEAR EXIT PF1 PACE AHEA 


LI KE/ DOR SEARCH USED »*• 

LI HE ■ PRESS ENTER. 

PF2 PACE BACK PF4 RETURN PF5 










Discussion 



and the A-Number was 3 away from the one he provided. Please 
verify the file relates to the subject. Thank you. 
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possible match. 

• If a person lists several aliases and dates 


of birth, we can do 9102 with F9 for each 
of them, but we should move on if we do 

nnt ha\/A a raa \i nnnn main 

I 1 xJ LI! Q w Cj I 1 \ ^ Cl w U CJ 111 Q 1 y / | » 

n 1 w % 1 i % Fft w W W* a W« W wlf W XSJP wh a a 1 w« % w K K 
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The following is an excerpt from the Instructions for Form G-639: 

« Verification of Identity by Mail: 

« Requesters wanting access to their records must identify themselves by name, 
current address, date of birth and place of birth. 

The subject of the record must also provide a notarized signature or an unsworn 
declaration under penalty of perjury (Form G-639 may also be used). 
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* 


CFR § 5.21(d) says you must provide us: 

Full Name 
Mailing address 
Date of Birth 
Place of Birth 


And it also says: You must sign your request and your signature must 
either be notarized or submitted by you under 28 U.S.C. 1746 (penalty of 
perjury in lieu of notarized signature) . 
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Subj wt of Record Coraf to Mas* iniormafton fc» k signed w Ik M0 o] Noormi rmmj 


'}' at* rijpwtoiq i mw( Iff alitor USOS. ft) tfte to ik f0$& Mffld to Ftitftiw .> f Ctitw (0iwk wh 
jX| All Ay rads [] A pc^ifon afmy -records HjQp&ifon, miff- .Ww Alport, i &, copv ifopiAiioii./ 

tolN^oftejwoftofd Cfeg 0 , gr 3 :j 

Signature of Object of Record / , v ^,.> y’’ 7 2A.t,/l l j 

i I t)c*«d Subject * Proof of (kath r« & $acW (0km hah (Mhat or oiki proof oftk-aih w/imj 


mfattofj oiswitv (limiA Oil! miM. m m 


; 

l 

— 

of Record if Ini Mi A lost! S 

Daytime i'c tonoae 

fkwii Address 






[ j Notarized Affidavit of toiry- 


Stature ofSittytoWf keeoiu 


Subscribed aod to Mare tat? Ibis 

fey of Telephone No. 

Signature of Notary 

My f yinnjifflioa Expires on 


OR 

| Sworn l)c Atiifion Under Penalty of Perjury 
Erateiwiside tte United State 

| £3E«»tfid is the VttSeei Stsus 

if executed outside die United $fe h I rlefere (certify, vei 
or viak) mfa penalty oi perjury wafer die laws of die lioiti 
States of America tliai the foregoing is true auc comet/ 1 ' 

ife. | 'if executed within tk United Stoles, its territories p&mm, 

id | or "1 declare {certify, verify,, or stale; «n&r 

i penally of perjury {hat rite torego:»o; is title and correct. v 

l ’ * , • V, , V 


j / irUtfiJ 

&«of3ufet of Record 

l 'feature o&fe of Record ' 77 


x KfitfatslerWftfssafcwa 


ff*y stgitttore, 1 fltasent to pay u costs tncarr ee b? mwh dupWw and review of material* up to SJS fe Iasi; 
Si^nati:ft> of 'Riston feifefe fe j: fe: , 

feto of Refti* ifil! ::w if&ifercnl few: tk Satki Mkwrf / 1 ivk'nlvw I Ik™;! uAwu 















Sttbjttf urat to mm Jnioraiatjfm (m! t 


i A8rf 

% t mirni to titim' USC&fo wtemM tk m 

fiiy records [] A portion of ray -records Ufa pi 

ntfbi fimkr 5 f(M ki; 

>v>?a w w'i/r to uto/wrr, i copy (foppikmp 

Pfiftt Nsfflfc 

ofSuS|tcioi‘te(l cor^y i), Srsff 


Signature * 

• Mievioftod / . f" : } /l 

Vm-fmddtyyv} V • /£' "U ]! 

f"| Dew 

...... — ~r 

sod Svbjoc: “ Proof of rk*a$ k $mW PmoiY l 

kni; Csflijim or oik proptfmlh ropok 


raikafktfi onmv wiht (ww m my.) 


The Subjetf of tord mi pmiti* a wider eitkr a 

• Notar W Affidavit of Identity or a Sworn teuton link 

1 j itoized Affidavit of identify 


Stealara'OfSB^st'iRsconl 

Dour (mdif wi} 

S iteibeit aod wont to before \\\$ rids day of 

Tdepto No, 

SigtiatuK of Notav 

\!y Cwmi w, lixpira on 

/' 

V 

1 S« teuton iy sr My cf Perjury 
feet*! wtiftte tte IM State 

« 

if executed outside die United Jyfe 1 ttejare (certiiy, verity, 
or vM) wilder permit)- of perjury mh h \m oi Abe linkd 

if execute! widiiii fhf; United State, i^teriiorie?, p^ftskts. 
iH'immmws: "1 doctefiteijfy, verify^ or Sare> itr^sr 

$ste of America ttai the foregoieg is tmeaiiG m&C 

puMtiy of porjiiry ihsirhc keying Istirad correct y 

’ f 'v, , 'y L; 


/ k'ttHrf.. ■ / . // 

Sfe«ofSiifaofReoor(i 

•feature o&fei of Record Tj 


\ taostor fatowiion 


dy^sigua^i^I 

SiatwfiiroofRai 

consent to pay £ costs incurred iV sc 

{vOStor. f./Wy : 'i: Pfe 

‘Mi\ tittpWwi and review of material* up to §25 

i 

fee of fo&m\ 

* iFiii wf! rifferenf hoi ikSn ffl&iw, 

tafclii Da.vfijyiO Fdenta l Itona:! Mm 
















MM afltord £mmt u) Mm* laftmtat ( ml x oytk mjwtojtmwi w 



w m mourn f m&it to w l 
jXj Atloffflyrficofiii 

of Subject of Record 

SUSti wlmtrto tk rtyiicMrrmdiii ttrnw > !wt 

| !\ Mfiiof) of my wcth klowvMjwt. it, 

StgaufunE: of' Siihjefitof Record 

/ -ytf&'J f\ /l .•■• ■•:•••■' V-i 

I 1 

katti rrtiisi k atotcM iOkhi ih nil C&Atic.. .& oikt vmkdem mmS 


. v m cate mmtiy itimm m oui alt tatit w 


Name ci SuM of Record tmi 


Tbi Siebjet: of Record must provide & signature cm; 

or sidrer s ftotarM Affidavit of Identity yr a hm Mrirm finder 

f] Affidavit of li ittity 


Sipuiiiv RcrCOfd 

Date 

SfcM ami swom to bcfe me this 

tiuy e; Telephoto. 


My (remission expires on 


OR 

iXj Mrer:; Dttlms tinder Family of briery 


toted m\k ft# MUA States 

&ecuted i« tfee Stales 

i fexeewteef outsit die United Stares: 1 decide (certify, 
ci: utk) under penalty o; 'paj^ww tte iaw&oftte 1 
Stow of Africa that feltagoirp tme am! me!,' 

. verify, if executed vviihisi \k linM States, its terri«^pcsffl^s. 
> fitted or emu wealth: 1 tor# toiiy,viriiy; or mt\ wh 

penalty of perjury that the foregoing $ \m &tu! reef' 

afSubjec; oi* kecord 

of S.ufefcci of 3ta\1 


5, wester aloMftto 


By m signature, \ retort fi> pay g cost 

S^tecfResjii»: LJi^ f , 

i incurred for 

send;. (iupiicKlHm and review of materials up to 52 

iNnme of tat !M <w; if Mm k 

W >k A! "hkltri 

Utorai! i)av!imt TMiwe i £>.; 














3)' »j! ^wim, I mm to d!tw (ISOS to retm is the remtor timed in ttmkr 5 (Check apfkdk tej: 

| All 0? t8j Mds Q A portion of my records *?/a pfe fdjj> te wMjm, it nyp yfapplfa* 


v . tv 'A^Marte 

Pnm Name of Sraoj^t of Record ^ j, 

Siptwc of Subject of Record ^Jjjj at) Pa r;p/cii4^vj : 

H Bccessed Street -Proof of Mb ms* h Mtai (fita/y. tori Cdjte, Qr.oikr mof nf&d j kv.'iwti 


i Verifies™ ofldciiaty^yw AS/ /,« faMv.J 


Pa/WcfiA^ 


fta or otibjd of ter« fm/, mdk m) 


PiiylwM Tebte lm\ A4kss 


s fire# Mfcr iadtiml 


123 Sesame Street Apt. SSMT 


Da of Birth (miWyfty) Bto of Birfh 

Downtown, C anada j 

Tte Siijesi of Record mti provide a sipaim airier Clef 3 ItariM kfMm cl Identity or a Sworn Marsfa bder 


Sigtahi/eofSijoaofSecord PsIc(m%$) MiMBOti 

Subscribed and sworn ^kfere tt}e this M dwof March 2812 TeffteeNo, 

Sptiire of Motoj^ "^Am My Commmior< 6icp&e$ on J -Ip^H ^ 

m "OFFICIAL SEAL” \ 

"1 Sw«EdfflfaU8teWtv-of?MV EVITAPERON [ 

|MYPiliC,»OF 

hmM wm Ik UbM State iiiWlg|i WfJPJ8 | 

If emtedsiitsi* the UsM State: 1 declare (certify, verify, [fd&ied wife fee United States, its !«fcs, poss«, 

* s W «te !»!ty of perjury ©dcr tk laws of Ik UaW a y»»'dtte "I aetotaify, verity, or st*j ms 

Stats of .tea feet tk irogciiig is tree aiiil «f" pdWn#<te.«K fiMmgte aaoWi. 4 


Xj Kots-t/edAfSdavPofites 


J Saw Msjafai UsfcMtv ofPejjtuy 
teMoatile Ik UtsM State 


SpewotSuosc 


o.sepsjrififaraisws 


Signature of Subject oi R^rcl 






It Gotham St ouite 509 


pWW Ofr3y ax) K jtjsjs 2 
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Can Agreement be a Form G-28 




On Form G-28 at the olace whsr© the Subiect of Record 

SI a I S S o mm | ^ ^ bb 1 ! |yr jj \p\fi af w S S y 8 ^ y g ^ ^ ^ ^ j % \ ^ ^ ^ jj ty| 

signs, is the following statement. 


Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the 
disclosure to the named Attorney or Accredited Representative of any record 
pertaining to me that appears in any system of records of USCIS, USCBP, or 
USICE. 


Certification of Agreement does not have to be on Form 

G OO 1 1° a a s s I IU, /% y\ AIUia Z’ 0 a iA a i Iaa a a a a a I* a 

"Zo, it could dg on tne wdoU or it could dg 3 sGpsrstG, 

jfflu 1 jOttn QjffiL jm* jff hl ijdBL a jUbu jttk Jl jBOk odd KJQU Ml k Jt ift gi r o DA jff KJP 1 I jfflt eAl 4&l I Jdlt AOtk E At i At SOD At eA At 3 jQQU At At At B8 jit At 

s Qn 0 o D 6CG ot nane n v no us nsrm ss on to re ease tne 

I M S S v M iw S V W v s U fw V/ a \n Evils vf U v U v I I I # I V v S w S S i V s v I V w W V « S s v 
V I !l \J I 

filA ah A'H'ArnAi/ /at m/Ka^ai/ap 1‘hiPfl hai(4\/\ 

me to an attorney |or wnatever tniro party). 
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Sttbjttf urnti to mm Jnioraiatjfm (m! 



fytysfyMtorqhmM 
[X[ All of ary records 

f t(i gllfflr USQS'ti) ftkmftf fk Mtttfd hi ftniiikt 5 ft/M (fplkim tay; 

[] A portion of my records { 'if a portion, specify klw uktpori, i &, copy (foppikAy 

Print AcirrieofSuojecd 

; Record Coroy y, Grsff 1 

$ig«e*f Subject 

teord like Y ■ *'U : ' 

I"] iX'O^edStibjeot' 

f ohr proof 0d rajim) 


otmjm onmv wiht ril! (ww m my.) 


rites tilrw ■SlMWi 


Ik of mm f»«st proviti# a * ignato w w&r afkr t Noted Affidavit of identify or a Swrn Dda ration &nfe 

1 Notarized Affidavit of Itoity 


SipaiaiS'OfSBtjeot'iRsv^nl 
Subscribed arid worn to before tnjf :ib$ 
Si^rtolNotrirv 


te wif twfy 

Tdepto &\ 

My tami w, Spires on 


Xj 8 »to l)c iy ?r Penally d’ Perjury 
feeroted iMisrlde tie Uafted State 




itexeenfed outside die Untied States; :( 1 de» (certify.; verify, if exectiud Mliin the tinted Sto, s^terriicries, possession, 

or m) under »rt> of perjury wkt the law o: :;jt United or immwws: "1 d&tee (certify, verity, or sttiio,! writer 

Stores ofAmcneafa the feregoieg is rate and «t, 9 penally of perjury itaute fegoing is vw and correct 1 ' 




x tantor Intowiion 


^iyrfflias oKiihiKtf •’Mwwl /''A 


ffiysijiJatofO) l consent io pay #)} costs rocatTUG mzsearciy dupiu’nnon a no mm ol materials up in §2? fy iiistiwwM 
SijitotiireofR^estr, iL-i : 'i: jUd. 

fevOf fPW/ tw? ?/" /te- 'fetv»-dE> i IMime fofenta ! tail AAtow 






















Subj wt ftf Record Consent to Mas* iniormafton fc» k signed w Ik M0 o] Noormi rmmj 


'}' ny rijpwtoiq i mw( Iff alitor USOS. ft) tfte to ik f0$& Mffld to Ftitftiw .> f Ctitw (0iwk wh 
jX| All Ay rads [] A pc^ifon ofmy records HjQp&ifon, miff- .Ww Alport, i &, copv ((op/iiiAon.; 

Prior Name of Saif a of ted corey 0 , (inilf 

Si^auife c»f Strbk^ ?. r : * : * : : ; ! i ! : : : . / f \ Y ■ A 

:TT ::::::: : : .. w ^, ovvlCC! • Proof if fkiUh MSM fc $kW Mf C V/fe : Of oh piwf pf(kff) Jtylim) 


venfalkj oiswitv (limit A nil mm. m m 




■ j 


of Record (fhl Mi A l.m 

i i^viiiiie'icbflone 

fj-nisif Address 


Adta (Sliw ismkr mm 



TheSahject of R#card imt provid* a signatorc yak 
realty ofParjure; 

f «fkra NnterM Affidavit of Identity or a Sworn ficelaartki tinder 

1 j Noised Affidavit of Identify 


:•:... S}g0a(ure0fS#0t'i'RaiOrd 


liyfy and swora to Mm or- this 

sfeytif Telephone No, 


My Coiwniw, Expires on 


OR 

| Swom Decision A of Periury 


Ek'cattonfejdfc ik Uaited Sta., 

hmteii is the Meet Slates 

if executed oulside die United te 1 deem:, i i ; ; ; 
or mr) under penalty of perjury wafer lire laws or Am 
of America that the foregoing is rnieauc corner' 1 

: rii:) v if execuurrf within ik UW Stales, its terrirorieo, 

or cofflMnvesatjis: "1 declare (certify, verify, or stare; unto 
penalty of perjure ? tote forces ng is truer and correct v 

v.v.v.v.v. ... ,.y, V 


■ </&*#...( / . l^'Vv-'. // 

SigwcofStifa of Record 

'■Sferaaure (Shied of Record tf 


x KfiifatslerWftfEsafcwa 


$ wy I consortia pay an costs tnroKtci lor scare!', dopraon and review of nnttriflh up io 8$ fe ius/rAfftty 
Si^afin'eof’ReqiJte: TL^ v 

feck Re-cii^iei 1 fP ;// gw ififfcrwi jrm ik S'Ad Mkiwd j | Dy.vfi iine J'denta i |U™ii Stim 



ffl 
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• When you are processing, you should 

1 Phonnci the aoco r^toHAn/ tn ^ThirH Dorfi/ Ma Anr&Am&nt !I 

I. UldllUc lilc Idbc IdlcUUly lu MIIIU rdlly INUnUlcclllcfll. 

0 Fa +a TaaI/a a Sa!/ GaaI Aa+iaa I A*W A nA aKaaaa aa^a TH Ta+aI 

1 bo to lasKs, c ick rinai Action istter ana cnoose code i u- lotai 



Processors - do not make any redactions to the 

rpcnnnciyp rprnrH 
luopUi IbIVu luuUiU, 
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Agreement to pay: 

« First, the acknowledgment letter says “your request constitutes 
an agreement to pay up to $25.00.” 

« The requester has an opportunity to write back and say “No I 

J. WA i ju lAXh a .*,.*,. !)) IA/a A AAA 4La AAAA FA \l I.L A W A A. . , A A l A I* 

do not agree to pay. we c ose the case r o it the requester 

S AAAiTlAAlIl/ A^aIaA ('’ATS IPA AAV/ 

UCu Id V oldlcb c Uod lU UdV, 
r vv vw J w,,wuvw IVIMUM 4W r^J 
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Objective 









WARNING: This exercise is FOR OFFICIAL USE ONLY (FOUO). It contains Pll that 
is exempt from public release under the Freedom of Information Act (5 U.S.C, 

552). This document is to be controlled, handled, transmitted, distributed, and 
disposed of in accordance with Department of Homeland Security policy relating to 
Sensitive But Unclassified (SBU) information and is not to be released to the public 
or other personnel who do not have a valid need to know without prior approval from 
the originator. 




approved petition before they get permanent residence. 



160 




161 






162 



Preference Categories 


M ! InsnAfnArl Caaa Anri nAnnWAfA a£ 1 InstAfl CHa^aa r'N'fi^AAA 

- unmamea oons ana uaugniers oi unitea oiaies uiizens 
zA - boouses and in dren ot Permanent Kes dents 

B " 1 9 9 Si BA JiftA A lAflAfl Mu a! L * A VA Mu iftv QA a! I \ Ml C K Afl A 308 A lAA f 5 S fi « I A A H/r A A lA Afl A a] A Jft \ A Mfl 

rzb - unmarried oons and uauQntsrs zi vears and o der ot 

i nnu 

LPK S 

Li I s \ y 

F3 - Married Sons and Daughters of United States Citizens 
F4 - Brothers and Sisters of Adult U.S. Citizens 
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Visas Available (as of2/10/201 z - 


01FEB07 

08SEP13 

01SEP06 

15JUN03 

08NOV01 


01FEB07 

08SEP13 

01SEP06 

15JUN03 

08NOV01 


01FEB07 

08SEP13 

01SEP06 

15JUN03 

08NOV01 


15OCT03 

15APR12 

01MAY93 

08JUN93 

15NOV96 





us. 

and Imimcratfon 


15AUG01 

08SEP13 

08JUN03 

15FEB93 

01SEP90 
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a link you can go to: 



Oh - and in case you didn't know, Congress also sets limits by 
country by year for employment based immigrant visas. It’s all 
at the link above. 
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responsible party like “Adjudication” or “Post-decision Review.’ 
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You can read the disposition authority for I-129F, 1-130 and !■ 
140 at: 
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a fi TnA TAAi JA^AP 
y i j u u {U\ uj 

y lily I WU Uvulvl * 

Address: 
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For Official Use Only 
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For Official Use Only 
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S. ’Ll! I I 

NAME 'LASTj: i FIRST): 

PF3 PF6 PF8 PF15 PF11 PF12 

CANCEL 1.141 1 1 HU LOGOFF FEMOTE ACT UPD BY CODE ACT UFD EY RCPT 


One way to search is go to CLAIMS and enter his A-number. 



For Official Use Only 
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(b)(6) 



(b)(7)(e) (b)(6) 


For Official Use Only 
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And check the details 




Details for Person 



Beneficiary 

Beneficiary Last Name AVILA 

Beneficiary' First Name 

SANDRA 

Beneficiary Middle Name 


Beneficiary Date of Birth 


Beneficiary Country of Birth * 


Beneficiary Alien limber 

Ni 'A 





u,s. 

and Immifration 
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For Official Use Only 
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number from the A-number field, 
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?OIA Reauest # 2 


• Last name Maao 

w 

1 hirst name Meseret 

... el 5l 1 Ml dfitj I Jh Mh /Ml KAA /Ml Wi f a! jAk jMk /Ml JUM LM /Ml mf 

M oci 6 name wa oesenoet 
* Born | 

* Did not provide parents’ names 
» Request is for all records 
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DATE VAL! D Hi 
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It’s not consolidatec. 


1 Records Applications 
j f.FTS ' 

- j 'faisactiois 
* Desk And!: 
i ■ " File Request 


■'J w.v.w.wa 


■■■■* Re Assisi 
: ; ■ 7 Receive 

Request Cancel 
; £•□ Reports 
: ■$ Change Working OSes ^ 
■ $ Vies Status of Batch R 


Enter File Number: 


; j3§ewd» In ALL Converted Dices? : [] Search For QHLY Specified File Prefix? 



ml ESC iStatus: AVAILABLE IN RECORDS 

I Audit Cate; «12tK:52:30PM 

iLastAedoa: 55/262012 3152:30 PM Batch M 


tSect SL-F^U WORKFLOW 
|R«p: 0754 • ESS'<_SHLF_D_0fc_5 


Well staff for it and well create a Discussion to say we’re staffing 
on best available information. 




WS® 


For Official Use Only 
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I o conduct a diliqent search tor the tile 

To give the requester what we can find if we cannot 
find the A-file, and 

To advise the requester of his or her legal rights 
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Before You Start 


Have some lost 
file worksheets 
handy. 


And while you’re 
at it, have some 
Scan As sheets 
handy or save a 
copy to your 
desk top for 
easy access. 


SCAN AS 
NRC2012 

il SEW REQUEST 
i CSD 

f] REQUESTER OOCS 
| 

REMARKS: 

DATS; 

EXT; 














































P> A 


Suppose it was 

rr lfc 

lost in NFTS but 
not in CIS: 




You will staff by doing a screen print of 
the 9504 screen. The quickest way to do 
that is Snag-lt. 



Other Files- 
Yes 



A-file, or any receipt 

M/A MATT TAT THAT 

e, we sian lor mai, 
do screen pnnts and 
then move on down 
the flow chart. 
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Other Files- No 



If we did not find any 
other files, we have to do 
the search screen prints, 
just like a No Records 

L 1L 

search then move on 
down the flow chart. 
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8 1 jk mi n | lyUfc a 0 » i* 11^ A 

uo a wo-numoe 
above and below 

S ^flK Afifit lA Jh yh rfWk yh jy lA yAv fiA M 

earcn and print 

te crrpp^ nrink 

vVS yyl ! MB H liy, 



See - you need that 
Scan As sheet no 
matter what! 
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LOST FILE WORKSHEE T 


Lost File 


Worksheet 


Fill it in as 

PAmniata m oc 

vvt I lUIvLv V GO 

possible. 

Tl I 

I lie icL|llcolci i! lay 

appeal, and if it 
goes to court, the 
Lost File Worksheet 
could become an 
exhibit. 


A-nnmb er 

Name of Attfis 

testa as Set f rad is CIS 

Datesta as test in NETS 

t , Search CIS for potential second a-ssmbei andot consolidation 

a. Stead a-naaba? 

b. Aav T-files? Yes No 

i If yes. have they been, stiffed ad scanted? If act please do so m. 

c. Consolidated vvith? 

d. Does fte EOIR screen shew as apcesiing hearing dste? 

Ye;_No 

2 , Check CLAIMS forpehtieniapplications 

a. Were any fa!? Yes No 

b If so, either provide screen prints with receiptrnsnibes or list below 

3, Check NETS. Any current tilt moveatest Yes No 

4, Check JCQS for any indication that file is with the aataaliniwi unit 



Get Ready to Sta 


AA 


$ Trad; * i 

B«a«j 



iPriiSTsCB 

t m*\ 

i§ 


1 

1 n?k(M 

Source *\ 

■V. §f Expdfedi ^ 

<*P$tad 

m 


Category 1 

v $ Fee Waiver; M 5 

tested 

M 

|fnCirsi3r$«fi 

Dsfeent 

1 SifoJMw mv ftMJfK'rttt 


A A ^ 1 wr J9k 9 9 Jh m J0fc (A A (Sfc ^ 

oneck n uircu ar bearcn 


Catcuiate Queue Po$iGcn 


Save 

When you staff, “File Missing/Lost” will automatically be 
checked. If you staff and that box is not automatically 

A A A 1/ A ikAW l mi S VVl I I a4> AA 1a A A 1/ ASA/J aIaAa!/ AB 1 A V* OaA&^aIa 

cnecKeo, tn©n you must 50 dock ond cnocK urcu or o©orcn. 
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Giving It a Chance 


If you staffed for something e se such as a receipt file or T-file, 
We give the A-file 60 days to show up. 

I t THA AAt At ATI IA AAAA AWAf 1 AAWA \ft/A Ifl/AAT tA AAAAA tnA AlAt 

i me ost status goes over ou Gays, we want to cance me siot 
and send what we have to the case processor. 

If you did not find anything else and the lost status goes over 
60 days, we will print what electronic records we have and 
send the case to the case processor. 
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If uni i inoHiU In An mnfh *Swn ic n In inn 

YOU Uol \c 10 UU II dl 1, l ufc o d JU dl 

i J ’ 

rinln nnl nnrlnr nl AnnnnrJiv LJ 

Udlu Ld cf ludi dl nUUulIU X n. 


Fingers. Take shoes off for more 
complicated math. 
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Now Change the Due Date 



TUa 4 aI**A* ! /*J A A *Ua /J 1 l A /’sIaI'A I' A I'S'^A A W \ III" 4 A Uk 8 4 

i nst stiou d cnsnys ins duo 03 t 6 to ins usy wo wsnt it to nit 




Op 

■ >;v f \\ v , •■', v / ; 

/•># 



f 

Miti 



Sill 


f 




SiSi' 

tfigas 

I 

iyy$? 

lltfe: 


m wm 
v 


* 


IMi 


# 

<y 

Emm mmmmm 

$ mMdM \ 


i: 

# OMettitii® 1 







When you enter the number in Days to Pend then click Update 
Due Date - the Due Date changes, 
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Unit Chief might search 


Unit Chief may be able to order the file(s) and review them to 
see if there are misfiled documents belonging to your subject. 

\L yiA AA W Wi A 1 ! 6 £ S JA ,#J A |A \ #4 1®* 1 A AS a! A A 1 A l A 1 » li H AS S b A \ ft i Sa A 4 A A Wii A 

if we cannot find anytning else, we win print our wnat e ectromc 

rpmrrk \a/p hsi\/P pnH cron thpt intn p RAFAP^ c nt 
IvvUlUo WC I Save di IU wvdl 1 llldl IlliU d Px/AP/iwu o UL 


ETiha l\/ \/ai i mi icf aKaa 1/ !1 Arlrl ! Act Li a DArAArAAb^ ia/Kah i/aii 

rina ly, you must cnecK moo Lost n e raragrapn wnen you 

create the Acknowledgement Letter. 
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Services 


FOIA Program Office 
National Records Center 




Objective 



nderstand 







The Scannina Bar 



WARNING: This exercise is FOR OFFICIAL USE ONLY (FOUO). It contains Pll that 
is exempt from public release under the Freedom of Information Act (5 U.S.C, 

552). This document is to be controlled, handled, transmitted, distributed, and 
disposed of in accordance with Department of Homeland Security policy relating to 
Sensitive But Unclassified (SBU) information and is not to be released to the public 
or other personnel who do not have a valid need to know without prior approval from 
the originator. 





US. 

and Immifration 


FOIA Program Office 
National Records Center 
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FOIA Program Office 
National Records Center 
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Records Locator: 














FOIA Program Office 
National Records Center 
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FOIA Program Office 
National Records Center 
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Let’s Pretenc 


Staffing for an A-file in Chicago and a T-file in Milwaukee? 
That’s more than one staffing, but it does not fit our term 

“y, \ OfA'fl'inn ^ DrA^AH^ lAt'r* ao! tKAf 

mu tip e otatnng. rretena - let s cai tnat 


btatting for an Anils and an unconso idatsd application . I hat 

ic tu/A ctaffinnc hi it Haqc nnt fit ai ir form !l M 1 1 tin o Qtoffinn ” 

Iv IVVU dial IIIIUO. UUl UUvv I1UI III UU! Id III I VI U II U C Ola I III IU > 

i ! W 

Pretend - let’s call that “Condition Blue.” 




FOIA Program Office 
National Records Center 
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(b)(6) 


Requester gave us two A-numbers 


4 r, 

ay 


COMMAND: C 

ID | (A/AA/AB/C/DA) 

(DL/FJ/FP/i/PP/S 
LAST: ALVAREZ 


OF HOMEL 
: SYSTEM 


.AND StUJR 
ID I SEARCH/ 


UJ v! 


\ 

nf 

A i 


07 /? 4 / 1 ? 

14:51:4? 


Ml DOLE: A 


ALIASES: A 

LVAREZ CASTE L LANt 

SEX: □ 

r -**■ a 1 ’ i r * 
r w v , 11 r, v 

prsF- rnR ■ f 

I V d V V b i J 

A A it , 1 1 A A A , 

( ! I« 1 1 Mil 

V V " ■ V V v . 

PFCO: II k 

SFCG: DFO: ( 

SSN: 


I A -! S Ift t j ■' 

I-sh muM ?; 


PASSPORT 1: 


F5I 1: 


DRIVER LIC: 
FINGER CD#: 


OVER-KEY ID 

!l TO DISPLAY NEW 

FF2 PRI OR C 

DONS At FFS PEFPE 


□ 




11 N I 


ft ft i ft 

1 j i u 1 1 \ 

b V x V 


DOE 

FTC 


■ A A A A 
'III 

V V v V V v V v 


A .*< A r * A 


II H 

CONSOLIDATED A- NOS 


FATHER: 

MOTHER: 


at i " n t. r a ^ * t a • 

l i j «< |" i' v « I i K a I I t. ■ 
Vi ib '• V 1 1 V 


(b)(6) 


CLEAR ll 
PF6 MA 


^ ft ■ ft 

^ ; n 

J k :■ v 


FOUO 
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■!' » t ■ r t ^ r ^ jj» i I 

j. * i i » » ( \ \j * | £ 

' I v L ' v v ' L i» ■ 


COMMAND 


:H ■ ID I SEARCH/DI SFLA 


D # ( A/AA/AB/C/DA}: L 

i DL/FB/FP/I /PF/SS/TD 
LAST: ALVAREZ 



FI PST: DENNY 

NATZ DATE: 

Ml DOLE: ALEXANDER 

COURT: 

LIMES: 

LOCATI ON: 


\ p v p ftp ■ 

FCO: NEC COA:|_ 
PFCO: ESC SFCO: 

* ft ft 1 1 ft ft ft AMAMM 

i i i P 1 1 mmF ‘ n ii nn i in mi 

wi/i 1 1 bvLi V V V V w V V V 

ft ft ft , ft T ■!**■ ■ A ft 1 ft ft A A ft r •’ 

1, ! H r Tl U 1.1 ; 1,1 i i M p A 

w v v ( 1 Ivi v : 1 v ■ v v ^ 1 H 

DFO: 03182005 81 N: NO 

fir * j ' 

v s ■ 

i ■ ^ 4 a D y ? 
PASSPORT 1: 

CONSOLS DATED H05 

r u 1 1 

DRIVER LIC: 
FINGER GDI: 


OVER- KEY 1 D# 10 Dl SPLAY NES PERSON, PPESS ENTER. CLEFS 
RFC FPIOF: CONS SI PF3 REFRESH PFS RETURN PF5 HELP PFS 

ft, A ^ A 

j ; ;• (! 

4 b ; h 

FOUO 


WW j [VS ft RN jft . I T 

■U ro -Jr Ur' MAI 


CLEAR Eli T PF1 NEXT CONS k. 
PF5 MAIN MENU PF8 HI STOP, 
PF9 EAD PF11 EOIF; 
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First 


Middle 

liob 


List 

iiBuntbissrrv 




FOIA Program Office 
National Records Center 
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(b)(6) 



246 








248 








FOIA Program Office 
National Records Center 



Next Subject 






us. 

and Immifration 


FOIA Program Office 
National Records Center 
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NRC FOIA Policy and Training Office 
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::o 















us. 

and Immifration 


FOIA Program Office 
National Records Center 
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request. 
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FYT ' - 

The problem: 


• Not everybody knows his or her Alien 
Number. 


Not everybody has a good command of 
English. 

Sometimes their writing is messy. 

Not everybody is easy to find, 
s it important to tind them r 
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*” END OF SEARCH DISPLAY Hi 

TO VIEW PERSON DATA PLACE CURSOR ON LINE - PRESS ENTER. 

CLEAR EJCIT PF1 PACE AHEAD PE2 PACE BACK PF4 RETURN 
PFO MAIN MENU PFO ALTERNATE SEARCH 
NO PERSON INFORMATION ON FILE FOR SPECIFIED SEARCH. 


1 END OF SEARCH DISPLAY ! “ 

TO VIEW PERSON DATA PLACE CURSOR ON LINE - PRESS I 
CLEAR EXIT PF1 PACE AHEAD PET RETl 

PFci MAIN MENU PFO ALTERNATE SEARO 
NDEX CODES ARE NZS4 1 , 
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Parameters 




111 
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& If aaahaa rirliAi i aiio f k Af aa fWAkArli/ aa! apaa! k ap 

• i ss6mis r c cu ous iriai sorns jOQv sntsisu nsr 

oftfl a ft# jdflL mm MM A hAXM A WMM A m A flit A A A A MM A 8 A A m M A A OA A A 

TS nT O O Ora lj n A r SOsr'T n H rno 

g i I vs IIH 1 1 H I SHf ^%r“I ( || |( 1 ^ 4 V| | |^ 4 M H 

Ml 01 nailiu Qv I iwl Owwl \U ICiwl llulilV| 

but... 


n^u,, a i Ua a«a «l a £; *,,!**,*** 

Probab y, 3 ony time bqo, she 6d out some 
form incorrectly and INS entered it the way she 
filled it out. 


• The processor will see what happened and think 
“Wow, what a great case creator!’ 




minutes, there is a problem, 
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§ 


If she said she entered EWI in 2008, and we 
have no reason to believe she was ever 

m iiA NA MK <APM UW A>> J p u5 H MM N AMv I JOU AM, AM AM 1 jj jQU . X AOft. AM 8 AK AM E Aft . j/MK AM I Afc AM MM N j AM 

n rrAnTAfi st ! r* sp* §r\ p* z* s ¥ \ s *% nnn n in 

a es eo. t s doss d s sns nss no i s. 


she said she entered the country in I960, and 
we have no reason to believe she had anything 
to do with INS after 1975, we should prepare a 
Records Index staffing. 
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I 









Case Creator created the case, set 
NRC201310XXXX as a Duplicate, 
then closed the case ER and sent it 
to UFA, 
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Petition is at NVC. 



§ 


Petitioner wants: “Copy of petition, supporting d ocuments 
and Affidavit of Support for m 




281 





• Say what you mean. 



• Paste-in sentences are good. 
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Six Real Examples 


What if you wrote 
someplace and they 
closed your case NR 
and sent you a letter 
with your name spelled 
incorrectly? 






How would you feel? 


Dear Monk Potter 
We have no record of you, 
and we looked all over, 
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Attention to Addresses 


The case creator clicked on the right attorney’s name, but not 
the correct address, and it went to the wrong address: 


Attorney ate 
New York, HY 10013 



()f fepse 

<0 mi ifb 

'•♦'.V.'.VfV.’.. vv.v«%%%v.v 

WjtrMfim h Mjtti tfi&M} \ 




f M !iP j 


1A1 


]M!« 0m 



The case creator changed the spelling of the town. If you 
believe the name of the town is spelled incorrectly, look it up on 
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Expedited /Fee Waiver 


1 . We are missing a few Expedited and Fee 

lA/^iunr mm iQcto 
Wo VC cUUcblu, 

n V W« 1 * W* B I QQ0 lF WS WS mJO' W tK mJOt z 


2, Sometimes we are closing a case FC, ID, RD 
or RF and leaving the request “Denied” instead 
of setting it to “Not Requested.” 



Cover Sheet 


1 ne e s supposed to be an txped ted reatment or hee 
Waiver cover sheet. 

TL <*1, ll I I, , A i _ J » 5. J £JU l .,AL^ 

• I hat makes it easy. Just read and follow the 

jnctn iptinrrc 

II lull UUIUI 15* 

• Problem: Sometimes there is no cover sheet. 

• Why? Sometimes the attorney adds “Please expedite” 

AT li DlAAOA IA/AIWA fiAAC* 1 At thfii l/AH/ AAfl Af fllA IaHaT AHfl 

or rsease waive lees ai me very ena 01 me leiier, any 

mentions the request nowhere else. 
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No Cover Sheet 






• This counts as an expedite request. 

• We did not notice it. 



For Official Use Only ■ USCIS FOIA Program Office 



Crouching Lawyer, Hidden Request 


• Why would they out a Fee Waiver or Expedited 

] ] w M w v r wlwu 

TtAaI’I'A An! fAAIIAol’ I A fh A IaaI AAA^AAAA A^f IllA Ia^AT I A 

i reaimeni igqlicSI in ms last senisncs 01 ins isnsr, in 

i > 

small print? 


• Why does a boa hold perfectly still on a tree branch 
over an animal path? 
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Cause for Action 


1 I W6 comp 616 v anore 3 r6QU68t, th6 r6QU6St6r hss 3 

D H V V w W W IBB nr is w to w fl V ■ VI I I W B W W B w Vj Vi w w 'to 0 Vl I w i W wj wB w w 10 W B B B w» w wH 
rfh ^b B M ib Ab Bn Ab BA Jb ib Ul K Ml B A a lib iflb KA ib Ml K l ib ib dfl iflb BA lAA Ab t A Bn Ab I Jf A B B Ab fiflfl Ab ib ib t fi llAflflfl 

C 3 US 6 tor 3 ct on. no reouester msv t 3 Ke us to court 

i 

a flJA. m ! BA Ab A ib ft A jb ijft ^ ^ ,jb JdJj| ,jb mA KA ,jb ft A «C jb jb A ^ ^ 

no recover sttornev tees. 

j 

A, ju i ^ yC A M ^ ^ ih jh Idkdk dh jJ K ■* Jh A it it ( A ■ ait A ^ ii l aft ah S | 1 ah gah ah gh ah ia ■ a ah Aha 

• I nose tees come directly out ot the Ubub operating 
budget - NOT out of the US Treasury. 
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i 1 if i s 

• I he first requirement ot case create is. 



If _ _i»L JLL * l;jj aw ---,,,-,4 lf ^ i , 

* It you catch the hidden request, you potentially save 
bulb a lot ot money. 


* It there is a hidden request, you may 

- Add a discussion and send the case to Unit Chief, or 

- Find a supervisor, get a decision, and take action. 
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Expedited Grant or Denia 


a kn rnnciHereH on ovn^HitAr! ronnoct 

II If™ I I la 1%II lr™l P®! 1 \ 1 r® i I ip® I 1 11 f 8 ®*! | | ]| lr B “%i 

\ J ^ \ 1 i 1 a n 8 % J \ / S \ a i I g 8 \ / /% |L 1 1 J 8 I % a % J 8 \ j \ J I J \ Jt % / | 

HQjjjjr w Tflflflp So 8 TOflO^ 8 W« Tfflr R 8 o 'QQjjpp' jy a Xj^QQO' W» H w W® D W9 w« i8f ^8f iB 

one of the followinq criteria must exist: 


• A circumstance that poses an imminent threat to 
the life or physical safety of an individual or 

• An urgency to inform the public about a federal 

\a J I 

government activity, if made by an individual who 
disseminates information (the media). 
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Expedited 


• Using the word expedited in the request 

.. |l A 

oTTor nnuP OfiT nuPQOPnr \ s nfl r\ n ant T s Q 

Cl [Hi uutJb Ul CutJuud V cd l o 

%F % *» w SI wS w w w a 8 w' « 8 a w w w w w® SB w BBS w w® SB « a ¥ 

, a . iiaa L, ' 

ran socior ic roni locTinn ovnoniTOn 
CyyCuLC o CUUCuL U CAUCU ICU 

S WT W» wB "w W ®s W S B W B W ¥| W! W? W B 8 S W * gw V ¥i S % w wS 

trantm n nT 

1 I f* 9 3 11 111 
U VW U S I vl Iks 
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1 . The disclosure of the requested information must be in the 
public interest, 

2, AND the disclosure of the information is not primarily in the 
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le Fee Waiver Reauest 


- No. 

- We have to close it FC, He cannot declare an intention not to pay. 


- Yes, even though. 


- That does not count as a request. He has to ask. If there is not a 

H *fl j K 1 fit H it i 1 1 

cnpcmn rpniipst his finsncis stdipmpnt is mppninn pss 

upywinw 1 WUUvvl, mu MMUHviU wlUlvIllwMl Su nswUiniSU vww« 
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Discussions 


• Sometimes sunervisors wi nive vou verbs 

ouiiicuiMco, oupciviouio wi yivc yuu vciua 

guidance to deny or approve Fee Waiver or 

1 ^ S BiidB&t A 8 HR A S flyffi A A & SAA Hd% mi Mt A /BbJfl fi B A A HS A 

8 ™ y non Tan ! ranTmonT rnn nniP 

uXD6u i6u rsairnsni isqussis. 



saying so. 
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world is: I NM 
Good may / do in 
F 

- Poor Richard’s 
Almanack, 1737 
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the subject, copy and paste the A-number 
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I 




The A-number on the staffing 
sheet must be the sane 
number as the NFTS screen 
print. 


CIS 

CIS 

A 

RAFACS 

RAFACS/QS 

RDF ■ Records Digitization Facility 
RECORDS ALIEN FILE 

pcrAor'iC TMpcvTr.tr 


! KtluKUS if lL'tAiNb 

RECORDS NATURALIZATION FILE 

V 


If the numbers are different, you have to 
start over. 




le Drop-down Box 
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• They would rather have a good staffing the first 
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One Last Question: 


What is the first requiremen 
of Case Create? 








ectronic Immigration 
System (ELIS 


System allows applicants to: 


ty a! b g s/fc. AIA J ifbm SAl jru jrj S ^ ^ 5 t i ^ |c /a. 

• bet up and manage their accounts. 

r"" i i 1 si Lk'j* | * j * ! (i * 

• electronically submit applications and supporting 
documents 

• Receive and respond to notices and decisions 
electronically 

• Make payments online; and 

& Aaaaco rnnl fimn intArmAfiAH aKaiiI IKa c£a£iic at 

• Access reaHime inioriTidiion duoui me siaius oi 

ii 

the r cases 

• httn ■ / Aaaaaa/ i icpig flAu/iiofio dlio/rom iQctinn 

iiup j/www.Uouib.yuv/uboio”ciib/i wLjUcoui ly - 

DeneT ts-us no-usc s-es 




Purpose 


Understand how to create a USCIS ELIS file 
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analyzes and redacts 
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Alien Numb 













11111111 



















OE Number 


321 












Name Search results 



Person Slit Imfe 

Ssell ft||§ fpm. 

l |||i||^ 



[id- m~m 

: Las: isme 

ilMFlsrr* 

i|i if 

i -mm F&u* In; 

[]j jpCISAopcuatm 

Inc ; 4 

Fred 


•■ip 


(b)(6) 



323 






Accoun 
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s the case open or c osed r 


»:t- #S : 


"tiswfc MSS- 






:ID ; ID Type 

[Ls.it Partis 

: First to s 

; Bace c? *:! 

vmo* Ftw: 

:td Ips. 




fISf >?[>■• 


Frtd 


: Fr«d 


□ 







j • f ssr tarn* 

j m 

\ Fred 


h 74 

Fred 

Fred 


■ Rnr m i-Sniw 

D 


Case 

frjms?/ Appifcsnt 


iActivftv 

Ajjfetap i ICC 9870343210 
AssiiUfoiii [OE S876543210 
■tesliatei't !OE 9876543210 


Click on the case... 



328 




329 



“ELIS-speak” for an open case 



A qqp nf 

n vuOC uLdic UI 

Accepted , 
Optimized or 
Reopened = Open 




Case Sites 
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Worksheet 




Insert 

iiSAr” a„/J 

lot and 
number in 
Topic field as 
shown here 
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12345878 I 



iiilpm 



w sc 

fCJA Offices 

APP FOIA/PA. UNIT 
BUR 


Generate Staffing Sheet 

§ No Staffing Letter 
§ Customize Letter 
U Fite Missing/Lost 
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What language do you insert into the staffing 
letter? 
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Top of Staffing Letter (all self-requests' 


MEMORANDUM FOR: 

ESC 

75 T,owrR mm mm 

ST ALBANS, VT 05479.0001 


Change the word 
“Alien” to 10E 5 


Delete the first 
part of the 
second bullet 
(shown in 


str i kethrough 
Replace it with 
the sentence 
(shown in re 




ATTN: vw n'Fiarl 

vscmmMM 


and replace the A 
number with the 
I0E number 


SUBMIT : Fimbtt uf Infsirnutiimt fPiivacy Ad. NRf:2ftil2O0OO6 




Subject Name: PleMyNoaya 


The attached FOIAT'A request is forwarded to year office for action Due to the subject matter, there is a 
highprekbity your office will have records responsive to the request. 


* Please conduct a thorough search for all responsive records physically in, and within the functional 
purview of your office. 


* 'k fciidit iiopv uf nil wpomA r ' <liwsuTri t *nf.s ti> Uik FOT A. office in tl i fim i lkiv. 
k Etstea kmxmkiAA, DO NOT MAKE REDACTIONS. 




♦ Bracket any documents crportitms thereof that you believe should he withheld. Please include a brief 
eqplanattonfor your action, The FOIA Staff will not release those items so indicated without 
further discussion with jm 

• Contact this office should you expect your search time to exceed three hours or the total, number of 
pages to exceed 2$0, 

* Document the details of your search and the. number of hours required to complete it on page 2. 
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IOE number 

Safe 


_ ft mpm; Hxdif «; j;rid:'a;tc11;i request 


AfoW ti: i mpaon d): a r.«Qt&bfoD dcr.] » 1 ir.» ^ ^ Id (hi f t: ^il 
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Yanrrspestis being lia:idled urtdei tlie provisions of icFicedcm of Liiommticn Ac! (5 U.S.C. § 552). 

It has bear assumed the following control numkr NRC2D§2 : OGOODO, Please dtetiis amkinal lute 
corasposihce abost\ : our request. 

We legend foicquests on a ncst-in. first-out basis and on a my iti -track system. Yourrecuest hsleen 
pkced in tlis eempies track (Tr^ck 2), You may wish to nanow vot lequestte a spedfie documents 
eider to k eligible ktirefaster trick To do so. please send a writeireouel identifyingtle specie 
document souglit. to the address above. We will notify yon if ywreqn est is placed in the simple track 

In accordance witliDeparimentof Homeland Secimty Regulations (6 Cl! f J,3(e}) ; yeurreeuest is 
deemed toeonstitute an agreement topay any fees that may k cbgeaie up to 125.00. Fees may be 
charged lor sesrchingfoi records sought at the respeetivs clerical professional aadfor manorial rates of 
$4.DO/$7.00/$10.25 peroaarterktrt and for dtipitcafe of copies at tie Me of f .10 per copy. The first 
100 copies and two hours 31 search time ai'e not charged and the remaining combined charges for search 
and duplication must esedi $14.00 before we will charge yon any fees, Most requests do not require any 
fees; however. if fees in excess of $25.00 are required, we will Mtfyyou kfdreiiarrd. 


Please insert (cut 

and oasfp) this 

U! iU UUwlwJ II !ly 

language below the 


tells the requester 
what he or she can 
down oad 
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USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to you request., please ensure any S ociai Security Numbers on 
the documents are blanked out or ran qved 


The N alonal Records Center (NRG) has the responsibility to ensure that personallyidentifiable 


& I A 

NO 

H « W 

003006 

W fl B ws B B W| W 

to 

SJQrll O O 

vvi iy 



emces 

In our efforts to safeguard this inform ation we m ay request that additional informationbe provided to 
facilitate and correctly identify records responsive to you request. Thou^i submission of iris 
information ic voluntary, without Hiieinformaiion, your request may be delayed while additional ctepe ar e 

taken to ensure the correct responsive records are located and processed. Further, if we are unable to 
positively identify the subject of the record we maybe unable to provide recordsresponsive to your FOIA 
request. 

You may check tie status of your FOIA request online, at www.uscis.gov Click on "FOIA Request 
Status Check" located on the left side of the web page under "Other 3 ervices", and follow the instructions 
If you have any questions concemirigyoijr pending FOIA/PA request, or to check the status of apending 
application or petition please call The National Customer Service C enter at 1-800-375-5283. Please be 
aware that the National Records Center no longer accepts FOMA related questions directlyby phone. 


AE FOIA'F'A related requests, including address changes, must be submitted in writing and be signed by 
the requester. Please include the control number listed above on all correspondence with this office, 
Roberta moy be moiled to the FOIA/PA Officer at the PO Box listed at the top of tlic letterhead, or sent 
by fax to (S iri) 350*5785.1 ou may also submit FOIA/PArelatedrequests to our e-mail address at 
uscis.foia@uscis.dis.gov 


Sincerely, 


Jill A. Eg^eston 
Director, FOIA Operations 
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Open Cases only 


same as all Self-requester cases) 



Top of Staffing Letter: Atty-Rep-Others (Open) 


MEMORANDUM FOR: 

ESC 

75 mw . r mm street 

ST ALBANS. VT 05479.0001 


Change the word 
“Alien” to \T 


Delete the first 
part of the 
second bullet 
(shown in 


str i kethrough 
Replace it with 
the sentence 
(shown in re 




ATTN: 

vscmmMM 


and replace the A 
number with the 
I0E number 


SUBMIT : Fimbtt uf Infsirnutiimt foracy Ad. NRf:2ftil2O0OO6 




Subject Name: PlentyNonya 


The attached FOIAT'A request is forwarded to year office for action Due to the subject matter, there is a 
highprokbility your office will have records responsive to the request. 


* Please conduct a thorough jearciik all responsive records physically ia, and within the Junctional 
purview of your office. 


* nop uf iill rwymsriw <liwsuTri t *nf.s ti> Uik FOT A. offi( ‘ Hin tl i fim i lkiv. 

k ststes kmxmkiAA, DO NOT MAKE REDACTIONS. 




♦ Bracket any documents crportions thereof that you believe should he withheld. Please include a brief 
eqplanattonfor your action, The FOIA Staff will not r elease those items so indicated without 
further discussion with jm 

• Contact this office should you expect your search time to exceed three hours or the total number of 
pages to exceed 250. 

* Document the details of your search and the number of hours required to complete it on page 2. 
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IOE number 

Safe 


_ ft mpm; Hxdif «; j;rid:'a;tc11;i request 


AfoW ti: i mpaon d): a r.«Qt&bfoD dcr.] » 1 ir.» ^ ^ Id (hi f t: ^il 




347 



Ack Letter: 

Attorney/Representative/Others 

Requests 


Open Case only 
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Yanrrspestis being lia:idled urtdei tlie provisions of icFicedcm of Liiommticn Ac! (5 U.S.C. § 552). 

It has bear assumed the following control numkr NRC2D§2 : OGOODO, Please dtetiis amkinal lute 
corasposihce abost\ : our request. 

We legend foicquests on a ncst-in. first-out basis and on a my iti -track system. Yourrecuest hsleen 
pkced in tlis eempies track (Tr^ck 2), You may wish to nanow vot lequestte a spedfie documents 
eider to k eligible ktirefaster trick To do so. please send a writeireouel identifyingtle specie 
document souglit. to the address above. We will notify yon if ywreqn est is placed in the simple track 

In accordance witliDeparimentof Homeland Secimty Regulations (6 Cl! f J,3(e}) ; yeurreeuest is 
deemed toeonstitute an agreement topay any fees that may k cbgeaie up to 125.00. Fees may be 
charged lor sesrchingfoi records sought at the respeetivs clerical professional aadfor manorial rates of 
$4.DO/$7.00/$10.25 peroaarterktrt and for dtipitcafe of copies at tie Me of f .10 per copy. The first 
100 copies and two hours 31 search time ai'e not charged and the remaining combined charges for search 
and duplication must esedi $14.00 before we will charge yon any fees, Most requests do not require any 
fees; however. if fees in excess of $25.00 are required, we will Mtfyyou kfdreiiarrd. 


Please insert (cut 

and oasfp) this 

U! iU UUwlwJ II !ly 

language below the 


tells the requester 
what he or she can 
down oad 
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USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to you request., please ensure any S ociai Security Numbers on 
the documents are blanked out or ran qved 


The N alonal Records Center (NRG) has the responsibility to ensure that personallyidentifiable 


& I A 

NO 

H « W 

003006 

W fl B ws B B W| W 

to 

SJQrll O O 

vvi iy 



emces 

In our efforts to safeguard this inform ation we m ay request that additional informationbe provided to 
facilitate and correctly identify records responsive to you request. Thou^i submission of iris 
information ic voluntary, without Hiieinformaiion, your request may be delayed while additional ctepe ar e 

taken to ensure the correct responsive records are located and processed. Further, if we are unable to 
positively identify the subject of the record we maybe unable to provide recordsresponsive to your FOIA 
request. 

You may check tie status of your FOIA request online, at www.uscis.gov Click on "FOIA Request 
Status Check" located on the left side of the web page under "Other 3 ervices", and follow the instructions 
If you have any questions concemirigyoijr pending FOIA/PA request, or to check the status of apending 
application or petition please call The National Customer Service C enter at 1-800-375-5283. Please be 
aware that the National Records Center no longer accepts FOMA related questions directlyby phone. 


AE FOIA'F'A related requests, including address changes, must be submitted in writing and be signed by 
the requester. Please include the control number listed above on all correspondence with this office, 
Roberta moy be moiled to the FOIA/PA Officer at the PO Box listed at the top of tlic letterhead, or sent 
by fax to (S iri) 350*5785.1 ou may also submit FOIA/PArelatedrequests to our e-mail address at 
uscis.foia@uscis.dis.gov 


Sincerely, 


Jill A. Eg^eston 
Director, FOIA Operations 
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Staffing Letter: Closed case Atty-Rep-Others 



ST ALBANS, VT 05479-0001 


Replace the 
word “Alien” 
withlOE" ” 

and replace 
the A number 
with the IOE 
number 


Mix v 


VSC.IW 


SUBJECT: Freedom &f Information /Privacv Act Request KRC20020DDC 


Subject Name: Plenty .Nanva 


The atfachedFOIArPA request is forwarded to ynur office for action. Due to the subject matter, 

high probability you? office will have records responsive to the request, 


ere is a 


* Please conduct a thorough scaicii fur all responsive rads physically in, and within tire functional 
purview of your office, 

♦ Send a copy of all responsive document s to the FOIA office in their entirety, BO NOT MAKE 


• Bracket any documents ^portions thereof that you believe should be withheld. Please include a brief 
explanation tor your action. The FOIA Staff will not release those items so indicated without 
further discussion with you, 

♦ Contact this office should von expect your search time to exceed three hours or the total somber of 
pages to exceed 250, 

* Document the ^tails&f your search aad the imnibei of hours required to complete i t on page 2. 



352 




353 




Attorney/Representative/Others 

Requests 
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ELIS Staffing / Ack Letter Decision Table 


Requester/Case Status? 

1 Staffing Letter 
Add IOE number and 

Self-Request: Open (Accepted, Optimized insert - ‘Send a copy 

or Reopened) 

of the on-demand...” 


Add IOE number and 
insert -'Send a copy 

Self-Request; Closed 

of the on-demand...’ 


Add IOE number and 


Third Party (including Atty/RepfOthers) - insert - 'Send a copy 

of the on-demand...’ 


Third Party (including Atty/ReplOthers) - 

Closed Add IOE number only 


Acknowledgment Letter 
Insert the language that begins, 
‘From the USCIS Electronic 
Immigration System (ELIS)..." 


Insert the language that begins, 
‘From the USCIS Electronic 
Immigration System (ELIS)...’ 


Insert the language that begins, 
‘From the USCIS Electronic 
Immigration System (ELIS)...’ 


No change to 
Acknowledgement Letter 
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Replace Alien Registration Card) 

§ 0 A £ &#AAS SAA^ASPA A A a! AWa^AAWA \kll 1a A A Ik A £a 

yc CU uCulC u □ U rULU C V u VV UC QU C LU 

w' H I W wj w" W « 1 W Wt 1 l Wl I Si “ w IBB ^(T W W B ® 1 SW w® IW 
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Quiz 

1 . What is the A number range that you staff the request to 
SSC? Why? 


O 1 H fltt, iW> in O ^ ^ 6 * <», A Jjfk 4 * Jsr JL *i mh ^ <1 jOflh, IS 3 r rfh CO jL I ah ah JL ah ah ah ah a» g ah jOOl n ai ah 3 an. 

Z What o Case otatss tall you that a case is opan l 


3. How many “Case States” tell you the case is closed? 
What are they? 


4 1A/IW I A ^IaA ^AVAAAllAM ^ AAaI l A f Ia A%4* Af\ \ /Al I /"Ja /"I iffA AAnlll/ 

. wnai is me exception, ana wnat oo you oo aiueraniiy 

ijmflk f [a a aaoaO 

wiin me case ( 
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FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

February 5, 2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about 
bulletin topics. 

PROCESSING THE IBIS RESOLUTION MEMORANDUM 


You will often find this document in the file following a Record of IBIS Inquiry (ROIQ) 
printout. Whoever signs this document (see below) is acting in a law enforcement 
capacity. Please fully withhold this document (b)(2) if applicable, (b)(7)(C) and 
(b)(7)(E), if processing under the FOIA. Fully withhold (k)(2), (b)(7)(C) and (b)(7)(E) if 
processing as a PA. 
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SUBPOENAS/COURT ORDERS 


If you pull a new request that is a subpoena or court order, please close it as an ER (see 
exception below). Send a message to the NRC, FOIA PROGRAM mailbox providing the 
REQ number and information indicating the request was a subpoena or court order. 

These requests are currently being addressed by the NRC Program Office. Any subpoena 
or court order a creator encounters should be given high priority. NRC, FOIA 
PROGRAM should be advised as soon as possible, or contact your supervisor for 
guidance on how to proceed. 

EXCEPTION! At times USCIS Chief Counsel directs us to process a subpoena or court 
order as a normal FOIA/PA request. If that happens, we will attach a “Scan as New” 
sheet and scan the e-mail from counsel into request supporting documents or case 
supporting documents. Please review all supporting documents before you close as ER. 

• The USCIS FOIA Case Create Guide will be updated to reflect this change. 


FRAUD REFERRAL SHEET 


(b)(7)(e) 
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REFERENCE REQUEST SHEET FOR ARCIS OUT OF SCOPE 


Please out of scope the ARCIS Reference Request Sheet if you see it in responsive 
records (example follows). It is not part of the alien’s file. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 
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: U§PS. 
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PROCESSING STUDENT AND EXCHANGE VISITOR 
INFORMATION SYSTEM ISEVIS) DOCUMENTS 

Do not refer SEVIS documents (see example below) to ICE. Please process them 
accordingly. 
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• The USCIS FOIA Processing Guide will be updated to reflect this change. 
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SUPPORTING DOCUMENTS OR EXHIBITS SUBMITTED WITH I-129F OR I- 
130 

If you are processing an I-129F or 1-130 petition (whether it’s in an A-file or a receipt 
file) 


• with the consent of the beneficiary, 

• but without the consent of the petitioner, 

• then protect the PII of the petitioner in any attached exhibits the same as 
you would protect the PII of the petitioner in the left-hand column of the I- 
129F or 1-130, (such as withholding in full the petitioner’s Resident Alien 
Card, or partially withholding the petitioner’s W-2’s), 

• unless the FOIA requester is the same attorney as the attorney who filed 
the petition AND there is a G-28 within the file signed by the petitioner 
showing representation by that attorney. In such a case, release the PII of 
the petitioner to the attorney. 

Note: Documents filed with the court, or that have been served on the subject or their 
attorney/representative do not fall under this rule. 

This will replace the paragraph entitled EXHIBITS SUBMITTED WITH PETITIONS 
OR APPLICATIONS CONTAINING PII in the USCIS FOIA Processing Guide. 


• The USCIS FOIA Processing Guide will be updated to reflect this change. 


FINGERPRINT CARD REMINDER 


Please do not treat the fingerprint card as an ICE document. Evaluate whether or not the 
individual taking the prints is a member of law enforcement. If the individual is a 
member of law enforcement, and the case is processed as a FOIA, please redact the name 
(b)(7)(C), and (k)(2), (b)(7)(C) in a PA case. 


TITLE/SUBJECT 

TYPE 

TYPE OF 
INFORMATION 

FOIA 

EXEMPTION 

PA 

EXEMPTION 

Fingerprint Card 

Name of individual taking 
prints (if law enforcement) 

(b)(7)(C) 

(k)(2) and 
(b)(7)(C) 


• The USCIS FOIA Processing Guide will be updated to reflect this change. 
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FEE WAIVER REQUEST CLARIFICATION 


Please ensure that the requester specifically asks for a fee waiver request before checking 
the fee waiver box. Merely having a DOJ fee waiver form included in the package is not 
sufficient. 


• The USCIS FOIA Case Create Guide will be updated to reflect this change. 
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FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 
February 12, 2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about 
bulletin topics. 


CHANGE TO EXEMPTION (b)(2) 

Since the National Records Center no longer redacts records under the “low” portion of 
Exemption (b)(2), the exemption has been revised to read: 

“Exemption (b)(2) as applied by USCIS protects predominantly internal rules, procedures 
and guidelines, the disclosure of which would present reasonably foreseeable harm to an 
interest of the United States, such as a significant risk of circumvention of statutes or 
agency regulations. The types of documents and/or information we have withheld under 
this exemption may consist of operating rules, guidelines and techniques for identifying 
law-violators, internal agency security techniques, law enforcement training procedures, 
or guidelines and manuals of procedures for examiners and adjudicating officers.” 

This change is effective immediately. If you use auto text, please replace the (b)(2) 
exemption to reflect the change. 

The new exemption can be found at either O:\Foia\FOIA LIBRARY\Case Processing 
References\Case Processing References/Exemption Phrases or O:\Foia\FOIA 
LIBRARY\Case Processing References\Case Processing Template Letters/FOIA Final 
Action. 


• The USCIS FOIA Processing Guide will be updated to reflect this change. 


PROCESSING US PASSPORTS 


Effective immediately, we no longer refer US passports to the Department of State. 
Please process US passports accordingly. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 
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REFERRING DOCUMENTS BELONGING TO NVC 


Although the letter head on the document below reads United States Department of State, 
this document was issued by the National Visa Center, and should be referred to them for 
processing. The NVC’s address appears immediately below the State Department 
address. All other documents with the NVC’s address will continue to be referred to the 
Department of State. 

Please don’t forget to change the term “another government agency” to the National Visa 
Center in the Final Action letter. A sample of a referral letter, the referral list dropdown 
box, and a paragraph from the Final Action Letter are found below. 


374 



Referred to: National Visa Center 


Oatoaj ititos fteyuetumt of State 
PertsaMatitt C«HSid*r Center 

Natbrntd t'fed Cmter 
12 Kmhetm 4 *mm 

Piirlxtr/OHik, Nfl 


March W,M 



TO:: Untied States Citizenship and tamigraisesi Services 
¥er»<»l Se»yi ce Canter 

FROM: Natioaai Visa Center* Fraud Invention Unit 
SUBJECT: Return of Potitjan ior R gyacatsaa 

TheJSattojsd Visa Center (NYC) received fc attached petition t*f review amt possible 
revocation. It appears that the feeneidaty is not eligible tor the benefit sough?. 

Use petitioner anti she bensfetey are married, 

Acwdsngiy. the case Is feeing resumed to your offsoe wills. the rntnasnendate that the 
petition be revoked. 

If you need to rntsm tins mtt to ts.ES-. Eas-tejOComulate% please mm Use file back to 
the 1NVC where the mm will be tr&eksd and muted bed; to post. Please forward fk 
to the attonttoa of the Fraud Prevent tos Past at: 

I^t tesissl Visa C«ter 
32 Rochester Aw. 

Porte»wo«tb, .Ml ®3$S! 
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US, Department of Hnmefomt Security 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



U.S. Citizenship 
and Immigration 
Services 


MEMORANDUM FOR: 

National Visa Center 
Kyla Kelly 

Congressional Liaison 
Attn: Congressional Unit 
31 Rochester Avenue, Suite 100 
Portsmouth, NH 03801-2914 


FROM: T. Diane Cejka 

Director 

Subject: FOIA/PA Referral/Consultation 

FOIA/PA Control #: 

X 1 . Documents originated by your agency are being referred to you for review and 
direct response to the requester. 

X There are \ UNCLASSIFIED documents consisting of a total of \ page. 

2. Documents originated by Immigration that contain information furnished by your 

agency are being referred to you for consultation. Please review your 
information that has been outlined. 

X We have no objection to the release of Immigration information; therefore 
please respond directly to the requester with your determination and 
provide us a copy of your response. 

X 3. We have advised the requester of this referral to your agency. 

_ 4. We have not advised the requester of this referral to your agency. 


376 



A copy of the request is enclosed for your convenience. 



Please select the government agency to which you 
would like to refer this selection 


NVC: National Visa Center 


[Directly to Requester 
Back to DHS FOIA 


Notification 

• Name of Government Agency Released 
Name of Government Agency Withheld 


Cancel 


6. Please see the attached page(s) for additional information. 


We have completed the review of all documents and identified 157 pages which are 
responsive to your request. Enclosed are 128 pages released in their entirety, and 23 
pages released in part. We are withholding 5 pages in full. In our review of these pages 
we have determined that they contain no reasonable segregable portion(s) of non-exempt 
information. We have referred 1 page to the National Visa Center for their direct 
response to you. We have reviewed and determined to release all information except 
those portions that are exempt pursuant to 5 U.S.C. § 552 (b)(2), (b)(5), (b)(6), (b)(7)(C) 
and (b)(7)(E) of the FOIA. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 
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FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

July 9, 2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about 
bulletin topics. 


WHAT IS A NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION (NARA) REQUEST? 

The National Archives and Records Administration has designated alien files as 
permanent records for the Federal Government, ensuring their retention indefinitely. As 
with all permanent records of the Federal Government, ownership and physical custody 
of the record is transferred to NARA at a designated point and NARA becomes the 
custodian of the record. Once the record is transferred to NARA, anyone who wants 
documents out of the file will have to file his or her FOIA request directly with NARA. 
The “magic date” for alien files to be turned over to NARA is when the subject of the file 
passes 100 years of age. The NRC has begun the process of transferring the targeted files 
into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of 
the file was born before 1909, particularly if the request does not meet the criteria for a 
genealogy case. The complete list of criteria can be found in the section entitled 
Genealogy Program in the FOIA/PA Assistant’s Guide. 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 
1957 and died in 1969. Enclosed is proof of his death and alien number.” 

Mr. Crab meets one prong of the criteria for genealogy because he was born long ago; 
however, since he was naturalized in 1957, he does not meet the prong of having no 
documents in his file dated after 1951. If you are creating a case and the subject of the 
request is 100 years of age or older, but the person DOES NOT fully meet the criteria for 
a genealogy case, please pay special attention to NFTS. If NFTS shows that the a- 
number has been retired to NARA, it means we have turned the records over to NARA 
permanently. The requester will have to send a request to NARA. Please select FINAL 
ACTION OPTIONS when creating the Acknowledgement Letter, select NA and replace 
the normal Acknowledgement Letter with the NARA Historical Record Letter located at 
Q:\Foia\FOIA_LIBRARY\Case_Create_Referenees\Case_Create_Template_Letters/Hist 
orical Record Letter. 
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If NFTS still shows a shelf location within NRC (or any other office), staff for the file 
accordingly. 


• The USCIS FOIA/PA Processing Guide will be updated to reflect this change. 


PROCESSING THIRD PARTY DOCUMENTS BASED ON G-28 IN 
THE FILE 


A petition submitted for a benefit, if submitted by an attorney, will often be accompanied 
by a Form G-28 for each party. The G-28 is valid only while the benefit requested is 
being adjudicated and does not carry over to other actions. As a result, when processing a 
subsequent FOIA request from the beneficiary, we cannot rely on the previously 
submitted G-28 in order to release personal information pertaining to the petitioner. 
Unless the FOIA request contains consent of both parties, the processor must withhold 
sensitive or personally identifiable third party information. 

For example, an attorney files an 1-130 with the agency. He represents both the petitioner 
and the beneficiary in the filing and submits G-28’s for both parties with the 1-130. He 
files a FOIA request 12 months later, but includes with his FOIA request consent from 
the beneficiary only. You cannot release the information of the petitioner to the attorney, 
even though the petitioner’s information was originally submitted by the same attorney. 


THIRD PARTY DOCUMENTS BELONGING TO ANOTHER 
AGENCY 


Please out of scope any third party documents that belong to another agency. This policy 
also applies to other agency’s documents that you cannot positively identify as belonging 
to the subject. For example, if you have a document belonging to Manuel Gonzales (the 
name matches your subject of record), but the date of birth provided by the requester does 
not match information in the file, out of scope the document. If USCIS refers documents 
to an originating agency but the documents do not match the request and consent that are 
in the request, then the originating agency returns those documents to our office without 
action. There should be no exception to this rule. If you feel you have a case that would 
be an exception, please case note it clearly in the file or discuss it with your supervisor. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 
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WHEN DO WE SEND REQUESTER DOCS OR CSD’s WITH 
REFERRALS? 


Case creators review all new requests for legal sufficiency. They ensure that it contains 
all required documents and information to allow the request to be processed. When a case 
creator finds missing critical information, the creator will send out for that information. 
Once we receive that information, OA scans it into the case as either Requester 
Documentation or a Case Supporting document. These documents are often vital to 
determining whether consent is present and verifying that the correct records are being 
processed. However, when a processor refers documents to another agency, only the 
Request Letter and Request Supporting Documents automatically are printed and sent 
with the referrals. 

If the agency to which we refer the information does not receive the critical information, 
they will send the entire referral back to us letting us know critical information is 
missing. Therefore, please do the following when you have a referral that has pertinent 
information in Requester Documentation or Case Supporting Documents: 

1. Place an asterisk in paragraph one (example shown below). 

2. Include in your case note that you have alerted the OA room that more documentation 
is needed with the referrals and indicate which sequence the documents are found. 
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UJS, Bepartisafcnt Hwnalaod 

?;&, fe* fymiQ 

lat-i Siinuxft, MO 64064*305 G 

® US. Citizenship 
and Immigration 
Services 

NMCJttm 


MHMORANDLfM FOR: 

Ssstc Dcpartmwu 


PROM: T ,DtoC$jka 

Ditector 


SuBj^cS-; TOSA<‘FA 

mw?AComtm> r mcmm 



X i .. Documents esrigjaaied by yam -sgjeacy are befog referred to you. for review direct * 

the requester. 


X There 33 1 IJTNCLASSSFiED' document corisbtfog of* total of j. pogo, * 

There sre ,., mir CLASSIFIED consisting of a fcfrial of pages. Please 

fcdvi&e ua if the cLassi^tsaftofafty of the documents has changed- 


_ 2. Dceetfieete originated by Iftuwp®tion ikit contain mfomatran •foimshcd by yow sgss&cy are 
befog referred, its you fmr Phase- review your ute lias, betftt CMtf1foe& 

X Wo have no ofejwtion to the rdeaae of kmagratlp^ iolbrmatbi^ fereto g>t*ase respond: 
directly to the tTeq^gm* wish yc^ir detomunadoii and pfqvitfe m a copy of your raspodm 

Fiaasc fcf&fSt Efts? doeumeijte to us .raakfog any dteMoas yma ctait appropriate and cite 
the F0WM exestgsLiens dawned and the pflrcedare: for the re^uostrc to ftfo an appeal to 
Pf agfcftey. Th e response sfcouSd be Mumed to she address; shown shorn 

There are UNCLASSIFIED documents assisting of -a total of pages- 

«. There are CLASSIFIED documents of* toted of pages* Ftsasc 

adviso us Iffhe ebastfleatfoa of any of the timmmte has changed. 

X 3, We have advised the- requester of this referral to your agency. 


The USCIS FOIA Processing Guide will be updated to reflect this change. 



FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

July 16, 2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about 
bulletin topics. 


WHAT IS A NATIONAL ARCHIVES AND RECORDS 
ADMINISTRATION (NARA) REQUEST? 

The National Archives and Records Administration has designated alien files as 
permanent records for the Federal Government, ensuring their retention indefinitely. As 
with all permanent records of the Federal Government, ownership and physical custody 
of the record is transferred to NARA at a designated point and NARA becomes the 
custodian of the record. Once the record is transferred to NARA, anyone who wants 
documents out of the file will have to file his or her FOIA request directly with NARA. 
The “magic date” for alien files to be turned over to NARA is when the subject of the file 
passes 100 years of age. The NRC has begun the process of transferring the targeted files 
into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of 
the file was born before 1909, particularly if the request does not meet the criteria for a 
genealogy case. The complete list of criteria can be found in the section entitled 
Genealogy Program in the FOIA/PA Assistant’s Guide. 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 
1957 and died in 1969. Enclosed is proof of his death and alien number.” 

Mr. Crab meets one prong of the criteria for genealogy because he was born long ago; 
however, since he was naturalized in 1957, he does not meet the prong of having no 
documents in his file dated after 1951. If you are creating a case and the subject of the 
request is 100 years of age or older, but the person DOES NOT fully meet the criteria for 
a genealogy case, please pay special attention to NFTS. If NFTS shows that the a- 
number has been retired to NARA, it means we have turned the records over to NARA 
permanently. The requester will have to send a request to NARA. Please select FINAL 
ACTION OPTIONS when creating the Acknowledgement Letter, select NA and replace 
the normal Acknowledgement Letter with the NARA Historical Record Letter located at 
Q:\Foia\FOIA_LIBRARY\Case_Create_Referenees\Case_Create_Template_Letters/Hist 
orical Record Letter. 
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If NFTS still shows a shelf location within NRC (or any other office), staff for the file 
accordingly. 


• The USCIS FOIA/PA Processing Guide will be updated to reflect this change. 


PROCESSING THIRD PARTY DOCUMENTS BASED ON G-28 IN 
THE FILE 


A petition submitted for a benefit, if submitted by an attorney, will often be accompanied 
by a Form G-28 for each party. The G-28 is valid only while the benefit requested is 
being adjudicated and does not carry over to other actions. As a result, when processing a 
subsequent FOIA request from the beneficiary, we cannot rely on the previously 
submitted G-28 in order to release personal information pertaining to the petitioner. 
Unless the FOIA request contains consent of both parties, the processor must withhold 
sensitive or personally identifiable third party information. 

For example, an attorney files an 1-130 with the agency. He represents both the petitioner 
and the beneficiary in the filing and submits G-28’s for both parties with the 1-130. He 
files a FOIA request 12 months later, but includes with his FOIA request consent from 
the beneficiary only. You cannot release the information of the petitioner to the attorney, 
even though the petitioner’s information was originally submitted by the same attorney. 


THIRD PARTY DOCUMENTS BELONGING TO ANOTHER 
AGENCY 


Please out of scope any third party documents that belong to another agency. This policy 
also applies to other agency’s documents that you cannot positively identify as belonging 
to the subject. For example, if you have a document belonging to Manuel Gonzales (the 
name matches your subject of record), but the date of birth provided by the requester does 
not match information in the file, out of scope the document. If USCIS refers documents 
to an originating agency but the documents do not match the request and consent that are 
in the request, then the originating agency returns those documents to our office without 
action. There should be no exception to this rule. If you feel you have a case that would 
be an exception, please case note it clearly in the file or discuss it with your supervisor. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 
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WHEN DO WE SEND REQUESTER DOCS OR CSD’s WITH 
REFERRALS? 


Case creators review all new requests for legal sufficiency. They ensure that it contains 
all required documents and information to allow the request to be processed. When a case 
creator finds missing critical information, the creator will send out for that information. 
Once we receive that information, OA scans it into the case as either Requester 
Documentation or a Case Supporting document. These documents are often vital to 
determining whether consent is present and verifying that the correct records are being 
processed. However, when a processor refers documents to another agency, only the 
Request Letter and Request Supporting Documents automatically are printed and sent 
with the referrals. 

If the agency to which we refer the information does not receive the critical information, 
they will send the entire referral back to us letting us know critical information is 
missing. Therefore, please do the following when you have a referral that has pertinent 
information in Requester Documentation or Case Supporting Documents: 

1. Place an asterisk in paragraph one (example shown below). 

2. Include in your case note that you have alerted the OA room that more documentation 
is needed with the referrals and indicate which sequence the documents are found. 
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UJS, Bepartisafcnt Hwnalaod 

?;&, fe* fymiQ 

lat-i Siinuxft, MO 64064*305 G 

® US. Citizenship 
and Immigration 
Services 

NMCJttm 


MHMORANDLfM FOR: 

Ssstc Dcpartmwu 


PROM: T ,DtoC$jka 

Ditector 


SuBj^cS-; TOSA<‘FA 

mw?AComtm> r mcmm 



X i .. Documents esrigjaaied by yam -sgjeacy are befog referred to you. for review direct * 

the requester. 


X There 33 1 IJTNCLASSSFiED' document corisbtfog of* total of j. pogo, * 

There sre ,., mir CLASSIFIED consisting of a fcfrial of pages. Please 

fcdvi&e ua if the cLassi^tsaftofafty of the documents has changed- 


_ 2. Dceetfieete originated by Iftuwp®tion ikit contain mfomatran •foimshcd by yow sgss&cy are 
befog referred, its you fmr Phase- review your ute lias, betftt CMtf1foe& 

X Wo have no ofejwtion to the rdeaae of kmagratlp^ iolbrmatbi^ fereto g>t*ase respond: 
directly to the tTeq^gm* wish yc^ir detomunadoii and pfqvitfe m a copy of your raspodm 

Fiaasc fcf&fSt Efts? doeumeijte to us .raakfog any dteMoas yma ctait appropriate and cite 
the F0WM exestgsLiens dawned and the pflrcedare: for the re^uostrc to ftfo an appeal to 
Pf agfcftey. Th e response sfcouSd be Mumed to she address; shown shorn 

There are UNCLASSIFIED documents assisting of -a total of pages- 

«. There are CLASSIFIED documents of* toted of pages* Ftsasc 

adviso us Iffhe ebastfleatfoa of any of the timmmte has changed. 

X 3, We have advised the- requester of this referral to your agency. 


The USCIS FOIA Processing Guide will be updated to reflect this change. 



FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

June 25, 2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about 
bulletin topics. 

ENFORCE / EARM SYSTEM PRINT REFERRALS 


Effective immediately, we are referring all ENFORCE system prints found in FOIA/PA 
cases to ICE. This decision came from a case we processed in which we released four 
ENFORCE system prints. Although some were difficult to read and quite dark, you 
could identify that they were ENFORCE system prints. The alien subsequently went to 
ICE, demanded clean copies and threatened a lawsuit. One of the released documents 
included narrative that could have impeded our removal of this alien. 

The only two exceptions to this rule are: 

1 . If it was filed in a court case as an exhibit, release. You must be able to prove that it 
was filed. Be sure to notate your proof in your case note. 

2. If it is an ENFORCE print for a third party, out of scope the document(s). Be sure to 
include this in your case note. 

Please pay extreme caution as you are processing and strive to make no inadvertent 
disclosures of these documents. Even if it is illegible/dark/hard to read, review carefully 
to see if it is an ENFORCE printout. You have been provided examples by your 
supervisors. If you do not have these copies, please see your supervisor. 


• The USCIS FOIA/PA Processing Guide will be updated to reflect this change. 
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HELPFUL HINTS 


Completing the tasks of case creating and processing involves analyzing and 
comprehending a considerable amount of information. Due to the large volume of 
requests we handle, we sometimes make mistakes. Most of our mistakes; no matter how 
minor, waste time, money and slow our production. Moreover, any mistake not caught in 
time has the potential to give our customer a negative impression of our agency. 

Therefore, we are adding a new section, entitled Helpful Hints, to the bulletin. These 
reminders will focus on the “minor” details we sometimes forget, but are needed to 
ensure both quality and efficiency. 

ADMIN QUEUE 

Case Processors send cases to the Admin Queue for various reasons. When sending 
cases to Admin, the processor must always insert a case note explaining why the case is 
being sent to that queue so that the administrator working the queue knows what needs to 
be done with the case. Cases that are sent to Admin without explanation will be returned 
to the processor so that a case note can be added. 

CHANGE THE DATE OF THE FINAL ACTION LETTER 


If you get a case back from approver for any reason, please change the date on the letter 
to the current day’s date. 

This is important because the requester only has 60 days from the date of the letter to 
appeal our decision. 


SUMMARY CASE NOTES 

1 . When there are documents being referred and there are requester documents that 
need to go with the referral, include in your summary case note that you have e- 
mailed OA. 

2. If there is media in the file, remember to note in your summary case note that 
MSB was notified. 

3. If you case note anything out of the ordinary that the approver needs to know, you 
will save everybody's time. 
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CASE CREATORS 


1 . Mark “print to CD” on all cases created after March 1, 2010 unless the requester 
is writing from a correctional facility. 

2. Uncheck the expedited treatment and fee waiver block on all requests that are 
closed due to RF, RD, NR, ER, TD, DP or N/A. 

3 . Do not go out for additional information if the requester has entered "unknown," 
"N/A," or "None" in any of the PII sections of the G-639. 

4. Do not staff for the petitioner’s A-file if they are requesting an 1-130 they filed 
for someone. 

5. Write good case notes to help the next person reading the case. 

6. Double check your work to see if you have inadvertently checked expedited 
treatment requested, expedited treatment granted, fee waiver requested, etc. 

Also double check type, source, category, Track 1, 2 or 3 before you send the 
case anyplace else. 


CD’S 


Check the CD button. If you have a request with 15 pages or more of responsive records, 
the case was created after March 1, 2010, and the requester is not an inmate, please check 
the box. Even if there are 15 pages and you referred 5 of those pages, you are still going 
to check the CD button. The final printed product will contain 15 pages, five of which 
will be marked with the legend “Referred to Another Agency” or similar stamp on the 
page. 

Whether or not a requester is an inmate is determined by the address provided on the 
request. If the address is a correctional institution, we must send paper. If the address is 
an attorney's office, we can send a CD. 
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FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

May 14, 2010 

The FOIA Information Bulletin is a publication issued weekly by the FOIA Program 
Office as a communication tool regarding current information of use and interest to 
USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about 
bulletin topics. 

CD OR PAPER? 

In an effort to save time, money and resources, the FOIA unit will begin sending out final 
action responses on CD to all requesters. When we send out the acknowledgement letter 
to the requester, it will advise them that unless they write in and specifically ask for their 
documents to be produced on paper, they will be receiving them in a CD format. The 
acknowledgement letter templates have been updated to reflect the change. 

A few guidelines to follow: 

• Case Creators will mark the “print to CD box” on all new case creates, unless the 
requester is in prison. 

• Prisoners may not receive CDs. All responsive records mailed to prison must be 
on paper. If the requester is in prison but responsive records are being sent to an 
attorney’s office, it will be sent on a CD. 

• This change only affects responsive records of 1 5 pages or more. Once a case is 
retrieved in processing, if the responsive records are less than 15 pages or if the 
requester is only asking for specific documents and they are less than 15 pages, 
the processor will need to uncheck the print to CD box. 

• If a requester writes in and specifically asks for their records to be produced in a 
paper format, the Mail Team will uncheck the “Print to CD” box and case note the 
case. The correspondence will be scanned in as a case supporting document 
(CSD). 

• While the creator is primarily responsible for marking the print to CD box, the 
processor and the approver should ensure that the correct box is marked before 
finalizing the case. 

• If your records are printing to a CD, it is not required that duplicate pages be 
marked as fees are not assessed on CD’s. 
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• The USCIS FOIA Case Create and Processing Guides will be updated to reflect 
this change. 


LARGE FILES AND CAL ERRORS 


Files of 2000 pages or more can cause CAL errors, making cases difficult to process. If 
you pull up a case in FIPS with 2000 pages or more scanned into a single responsive 
records slot, please follow these steps: 

1 . Send the case to Admin. 

2. Send an e-mail to the NRC, FIPS Problem mailbox asking them to split the 
records into more than one slot. Clicking on the link automatically prepares your 
e-mail (including a copy to the Program Office). In your email, please provide 
the control number, the case’s track and your NRC User-id. 

FIPS Problem personnel will split the file into two or more responsive records slots to 
reduce the possibility of CAL errors and return the file to you. We’ve notified 
contractors to contact us if they scan any large files to avoid future problems. 


The USCIS FOIA Case Processing Guide will be updated to reflect this change. 


WHEN DO REQUESTER DOCS OR CSDs GET SENT WITH 
REFERRALS? 


When we receive a new request, our creators review the request for legal sufficiency. 
They ensure that it contains all required documents and information for you, the 
processor, to be able to process the case. When a case is found to be missing critical 
information, the creator will send out for that information. Once that information is 
received, it is scanned into the case either as a Requester Documentation or a Case 
Supporting document. These documents are often vital to determining whether or not 
consent is present and verifying that the correct records are being processed. However, 
when a processor refers documents to another agency, only the Request Letter and 
Request Supporting Documents automatically get printed and sent with the referrals. 
Therefore, please do the following when you have a referral that has pertinent 
information in Requester Documentation or Case Supporting Documents: 

1 . Send an e-mail to the OA room to print and send the pertinent information and 
where the documents can be found (NRCXXXX, Sequence 8). 

2. Include in your case note that you sent the e-mail to the OA room. 
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The USCIS FOIA Case Processing Guide will be updated to reflect this change. 




MAIL TEAM 


(b)(6) 


In an effort to streamline the records locator team, we have designated two individuals to 
process mail which is not readily identifiable to a case. This mail includes fa xes, 
electronic mail and regular mail. The two individuals assigned to this task are| 
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FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 
November 12, 2010 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


CDs FOR ALL REQUESTERS 

In an effort to save time, money and resources, the FOIA unit now sends out final action 
responses on CD to all requesters, unless the requester is in prison . We have removed the 
section in the acknowledgement letter to the requester that advises them that they can 
write in and ask for their documents to be produced on paper. 

A few guidelines to follow: 

• This change affects ah responsive records; the number of pages is no longer a concern. 

• Case Creators will mark the “print to CD box” on all new case creates, unless the 
requester is in prison. 

• Prisoners may not receive CDs. All responsive records mailed to prison must be on 
paper. 

• If the subject of record is in prison but the requester is the subject’s attorney addressed 
to the attorney’s office, send it on a CD. 

• If a requester specifically asks for their records in a paper format, the Mail Team will 
uncheck the “Print to CD” box and case note the case. The Mail Team will scan the 
correspondence in as a case supporting document (CSD). 

• If we are printing to paper and the case is more than 240 pages, the processor must mark 
any duplicate pages within the responsive record. 

• While the creator is primarily responsible for marking the print to CD box, the 
processor and the approver should ensure that the correct box is marked before finalizing 
the case. 

• If your records are printing to a CD, you are not required to mark duplicate pages, as 
fees are not assessed on CD’s. 
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• The USCIS FOIA Processing Guide and FOIA/PA Assistant ’s Guide will be 
updated to reflect this change. 


RECEIPT AND PROCESSING OF PA AMENDMENT 


A Privacy Act Amendment Request is a request from a USC or LPR to amend, expunge, 
or correct information in his/her PA record that the individual believes is not accurate, 
relevant, timely, or complete. 

Requesters must identify themselves as described in the paragraph Consent and Verification of 
Identity when seeking to amend information in a PA system of records. He or she must 
identify the particular record involved, the nature of the amendment sought, and the 
justification for the amendment. 

Special Interest Group handles PA Amendment requests. If a creator opens a request that 
appears to be a true PA Amendment Request, he or she should place the case in Unit Chief 
without further action and e-mail the detailed information to his or her supervisor. The 
supervisor should then notify the SIG that the case is in the Unit Chief queue for SIG 
determination whether it is a true PA Amendment request. 

Upon determination, the SIG processor will send an acknowledgment letter to the requester 
and forward the PA Amendment request to the appropriate adjudications center or district 
office. An adjudicating officer will make a determination and return the findings and decision 
to SIG for preparation of a response to the requester. In accordance with 5 U.S.C. § 

552a(d)(2), USCIS has ten working days to make a decision. 

• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 

DEPARTMENT OF STATE DOCUMENTS 


The DOS will make a direct response to the requester on documents that we refer. 
“STATE” is the referral choice in FIPS for Department of State. Generally, if a State 
Department document pertains to an investigation or a non-immigrant visa, we refer the 
document to State. We release the name of the agency, and Department of State should 
respond directly to the requester. State Department has given us the following guidance 
for documents that are not third party: 

• Process statements, acknowledgements, visa stamps, passports or visas the person 
has, or has received, or has signed. 

• Process any immigrant visa paperwork except Report 7 1 , investigative, 
deliberative or law enforcement related documents. 

• Process documentation the alien would have filed to support immigrant visas, 
letters, or documents the alien would possess. 

• Process any form that begins with an I (for example, 1-130, 1-140) even if it was 
filed overseas. 
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• Process the Report 24. 

• Process the Immigrant Data Summary. 

• Refer messages, letters, e-mails, checklists and cables having to do with visa 
determination or investigations. 

• Refer non-immigrant visa (NIV) applications. 

• Refer Embassy/Consulate fraud investigations. 

• Refer State Department law enforcement related documents. 

• Refer Refusal Worksheets 

• Refer asylum related documents, such as interagency communications, advisory 
opinions and deliberative material, including the document entitled “Country 
Conditions and Comments on Asylum Applications.” 

• Refer electronic database prints with information owned by State, if it has to do 
with NIV or law enforcement. 

• Refer Report 71 - Case Accountability Report, as it may be investigative or 
deliberative. 

• Refer documents marked Visa Lookout System or Visas Hawk, unless third party. 

• Refer TECS II screen prints marked State Department. 

• State Department does not wish to review third party documents. If you would 
ordinarily refer a page to the Department of State, but it pertains to a third party, 
please place the page out of scope. 

• There may be documents similar to Country Conditions and Comments on 
Asylum Applications we would not refer. For example, Profiles of Asylum 
Claims and Country Conditions are available on the DOS website and we do not 
generally refer them. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 
Note: this will entail deletion of several paragraphs and sentences in the 
Guide. 
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REQUESTS FOR COLOR COPIES OF ALIEN REGISTRATION 
CARDS 


If someone requests a color copy, please add the following paragraph to your 
Acknowledgement letter: 

You specifically requested a color copy of your Alien Registration Card (Green Card). 
The National Records Center can not provide you with a color copy of your Alien 
Registration Card (Green Card); we will provide a black & white copy. If you desire a 
replacement Green Card you must complete an 1-90, Application to Replace Permanent 
Resident Card (Green Card). Please refer to our website listed below for filing 
instructions and to download the application. If you would like a copy of all your 
records, please send a written request to the address above, otherwise you will only 
receive the documents specified. 

• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 


CAMEROON AND HONG KONG ZIP CODES 


Cameroon and Hong Kong do not use zip codes. However, FIPS requires you to put in a 
zip code before it allows you to create a case. In cases where the mail is going to either 
Cameroon or Hong Kong, please put in a single dash in the zip code field. This will 
overwrite the FIPS requirement. 

• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 
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(b)(6) 


DELINQUENT REQUESTER CLARIFICATION 

The cutoff date for delinquent requesters is January 1, 2004. On or after that date, any 
delinquent requester must either pay the fees, accept the case on CD, or withdraw the 
case to regain his or her good standing. 

However, do not treat any requester you find to be delinquent prior to January 1, 2004 as 
delinquent. If you encounter a delinquent requester for a case prior to January 1, 2004, 
please send an e-mail to NRC, FIPSPROBLEM and NRC, FOIAPROGRAM . Include the 
name of the delinquent requester and the case(s) for which he or she is delinquent. 

If you encounter a delinquent requester from a FIPS Lite office, do not treat the requester 
as delinquent. 

• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 


SITUATION: Subpoena or court order 

If you pull a new request that is a sub poena or court order nlea se close it as ER. Send 

a message to NRC. FOIA PROGRAM [clicking the link generates 

the e-mail) providing the REQ number and information indicating the request was a 
subpoena or court order. The NRC Program Office is currently addressing these 
requests. Subpoenas or court orders are a high priority. Please notify NRC, FOIA 
PROGRAM as soon as possible. 

• The USCIS FOIA/PA Assistant ’s Guide has been updated to reflect this 
change. 


Use of special characters: 

Do not use special characters, such as “&” and “#” in the address field; rather, spell them 
out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, dashes, 
periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), =, +, [, ], 

{, },\,< >, or/. 

• We will add this paragraph to the USCIS FOIA/PA Assistant ’s Guide in the 
section “REQUESTER’ S BIOGRAPHICAL INFORMATION,” paragraph 3, 
“Complete requester address.” 
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QUESTIONS FOR THE PROGRAM OFFICE 


The Program Office receives comments, questions and suggestions fairly regularly. In 
order to respond to your questions more efficiently, we have decided to streamline the 
process with a single point-of-contact. If you have any comments, questions or 
suggestions, please send an email with the word “Question” in the subject line to NRC, 
F OIAPROGRAM . The Program Office will get an answer back to you as soon as they 
can. 


HELPFUL HINTS 


IF RESPONSIVE RECORDS ARE “NA” AND STAFFING 
RESPONSE SLOT HAS SCANNED DOCUMENTS... 


Normally, when we staff to a service center, the service center scans the file directly into 
FIPS. However, if the file cannot be scanned, (ex. file is destroyed, lost, sent to NVC) 
the service center places a note on the staffing sheet and scans their response into a 
staffing response slot. The responsive records slot will be set to “NA.” If you see this 
while processing a case, please read the staffing response and determine appropriate 
action. 


NEW POLICY FOR NVC LETTER REFERRALS 


The policy for referring NVC letters parallels State Department policy. If the subject has 
received or signed the document, release it. This will include almost all NVC documents 
contained in our files, as they are normally addressed to the subject. 
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FOIA/PA ASSISTANT’S GUIDE 


FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

The September 23, 2010 edition of the Guide supersedes the Case Create Guide and the Call 
Center Guide . All previous editions of the Case Create Guide and the Call Center Guide are 
obsolete. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide . 

For the purposes of this guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The September 23, 2010 edition of the Guide is PDF format. The PDF format makes searching 
for information in the Guide easier. There are also several hyperlinks within the Guide including 
in the table of contents to assist in navigating to specific topics or additional information. 

Regular updates will be made to this Guide by adding to or revising provisions in the version of 
the Guide available on the common drive. When additions and revision are made, a cover sheet 
describing the change and the provision of the Guide affected will be placed on the front of the 
Guide for quick reference. 

Suggestions for improving this Guide are always welcomed. Please direct any comments, 
questions, or suggestions to the FOIA Program Office staff. 


a 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 9/23/2010 
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FOIA/PA ASSISTANT’S GUIDE 


(b)(6) 

Record of Revision, September 23, 2010 

Paragraph: S IT UATION: Subpoena or court order changed to add I las an 

addressee on the e-mail. 


b 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 9/23/2010 
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i 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy 
relating to Sensitive But Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a 
valid need to know without prior approval from the FOIA Officer. 
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THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s 
right to access records created or maintained by federal executive branch agencies. The 
statute became effective on July 4, 1967. The statute relating to the Freedom of 
Information Act is 5 U.S.C. § 552. 


THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act 
is 5 U.S. C. § 552a. The statue became effective September 27, 1975. 


WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any 
record maintained by any agency of the executive branch of the government. Persons 
must reasonably describe the records sought, and those records must already exist. 
Requests can come in a variety of ways. They can come in on the Form G-639 or as a 
letter from an attorney or representative. They can come in the form of a letter from the 
alien himself. The requester may mail, fax, hand deliver, or e-mail a request. No matter 
how we receive them or what the format is, as long as they are in written form and 
provide enough information to ascertain that they want documents from us, we treat them 
as FOIA requests. A Privacy Act (PA) request is a request by a person for a copy of his 
or her file. 

For case creating purposes, the difference between a FOIA and PA request does not 
matter. You will create all cases as FOIA requests, although some of the requests we 
receive are PA requests. The case processor determines whether the case falls under the 
Freedom of Information Act or the Privacy Act. 
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WHO CAN MAKE A FOIA REQUEST? 

Anyone can request any record kept by the executive branch of government. The tricky 
part is determining if we have enough information and consent to provide the record and 
who is entitled to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or 
representative, are entitled to a complete copy of the alien file, after any 
applicable exemptions are applied. However, a parent or guardian may make a 
request for a minor’s record. Please refer to the section titled “CONSENT 
RELATING TO RECORDS CONCERNING A MINOR OR PERSON 
JUDICIALLY DETERMINED TO BE INCOMPETENT” in this guide 

• Third party requesters, that is, an individual seeking a copy of an alien’s file 
without the subject of record’s consent, are entitled only to documents of a public 
nature or documents they provided in support of an application/petition. Please 
refer to the section titled “THIRD PARTY REQUESTS” in this guide. 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are 
entitled to a copy of the file under a court case entitled Amwest v. Reno. Please 
refer to the section titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien 
files for law enforcement purposes. Requests for information originating with any 
other federal agency are operational matters and not FOIA or Privacy Act 
requests. Please refer to the section titled “ROUTINE USE” in this guide. 
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SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE 
and CBP. Most A-files contain screen prints from one or more of these systems. 


1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is 
a menu driven system as opposed to a point-and-click graphical user interface system. 
CIS provides information about persons and information about file location and 
movement. The CIS user navigates among various screens, depending on the type of 
information he or she needs. A user may search for a person in CIS by using the a- 
number, social security number, FBI number or a passport number. CIS provides the 
option of searching for people using “sounds-like” and exact name searches. 


1.1 Introduction Screen 






' fite Lett Session Transfer Program Options Window tdeip 


i iiiii 

Affjxi 


m 


WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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PASSWORD ==== 

NEW PASSWORD 
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= HELP 
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TIME 
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REFRESH 
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This screen is the introduction to TeleView. From this screen use the designated UserlD 
(last 4 digits of Social Security Number plus an alpha) and Password to sign onto the 
database. 


1.2 Tele View Main Menu 




i|| File I ; ; Edit ; ; Session ; ; ; Transfer ; ; ; Program 


iOptiphsi i i j Window; ; ; ; Help: : 


mmm 
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COMMANDS 


ENVIRONMENT 


NODE L : LUO -2/2 
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Sesnum System 


1 HELP 
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3 NEWS 
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DfiL Cfi-TE LEVIEW 4.4 


fippl i cati on Status 


USERID: NRC0291B 
ESCAPE: Pfil 


Remarks / Description 

TeleView Help Facility 

TeleView Message Facility 

Help & News Menu 

RfiPS-APSS-EQIR 

FOIA/NACS/STSC / MFAS/RNACS 

CLAIMS 

DfiL ROPES 

WDC ROPES 

AR11 

CIS 

PICS/fiDMIN SYSTEMS/DfiCS 


PF1= HELP P F 3= END PF7= PAGE UP PFS= PAGE DOWN PF9= NOTEPAD P F 10= ERASE NOTES 
3270 


503D.WS... 




7:25 AM : 


The number selected to access CIS will vary for each computer. 
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1. 3 CIS Login Screen 
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This is the screen used to navigate through CIS. Pressing enter can access the main menu 
for CIS. 
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1. 4 CIS Main Menu 


IMMI 


File Edt Session Transfer Program Options Window Help; 


iMmM 


ft 




/ODD: 


<*ap 

lEH: 


m 


m 


CIMMEN 
COHNftND : 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


10/18/05 

09:56:36 


(91) SEARCH THE DATA BASE 

(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 

(94) RECORD MAINTENANCE 

(95) AFILE TRANSFER SUBSYSTEM 



SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 
CLEAR EXIT PF5 HELP 


§ ||]asPesoui'ceGuide ... j -t f| AfQi 9:02 AM 


This screen displays a variety of ways to search for information. The transaction 
numbers that we use within FOIA are 91, 92, and 95. By typing the number 91 next to 
select transaction number and pressing enter, another search screen will appear. The 
main purpose of the “91” transaction number is to search the database for specific 
information concerning an individual. Transaction number “92” is used to display card 
information. The transaction number “95” is used mainly to see the location of the A- 
file. 
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1.4.1 Search Menu Screen 


mmmmm 




File Edit Session Transfer Program Options Window Help 
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Is 




/ODD: 

WM 


aid 

lilt 
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cinsEO 
COMMAND : 

A#: 900009000 NAME: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


10/13/05 

10:02:06 

DOB: 00000009 


(01) ID #: 

(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 

(02) SOUNDS-LIKE NAME (92) DATA DISPLAY MENU 

(03) EXACT NAME (93) ADD TRANSACTIONS MENU 

(04) AKA (ALIAS) NAME (94) RECORD MAINTENANCE MENU 

(05) LAPS EXACT NAME (95) FILE TRANSFER SUBSYSTEM MENU 

(06) SOUNDS-LIKE NAME WITH DOB 

(11) MANUAL SEARCH REQUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUMBER REPORT REQUEST 


<-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A1234567B9) . 

CLEAR EXIT PF5 HELP PF6 CIS MAIN MENU 


tchi0*’d 


ll Input Form f CISP «oui'ceGuide . . , | 


9:02AM 


From this search screen a decision is made as to how to begin a search for an individuals 
records. The most commonly used methods to search for an individuals record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen 
where the search for records begins. *Note: Remember to read the screen in its entirety 
for additional information. 
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1.4.2 Search by A-number (9101) 


File Edt Session Transfer Program Options Window Help 
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CINIDN 

COMMAND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ID # SEARCH/DISPLAY 


10/18/05 

10:02:55 


ID # (A/AA/AB/C/DA) : 

(DL/FB/FP/I/PP/SS/TD) 


LAST 

FIRST 

MIDDLE 

ALIASES 

SEX: 

POE: 

COB: 

DOE: 

NATZ DATE: 
COURT: 
LOCATION: 

FC0 : 

COfi: 

C0C: 


FATHER: 

PFCO : 

SFC0 : 

DF0 : 

BIN: 

MOTHER: 


SSH: CONSOLIDATED A-NOS -OTHER INFORMATION- - 

1-94 ADM #: 

PASSPORT # : 

FBI #: 

DRIVER LIC: 

FINGER CD#: 

OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF3 HISTORY 

PF9 EAD PF11 EOIR 

3270 


WMM 


HI input Form ! CISR esourceGuide . f 


i 3:63 AM ; 


In the ID# field enter the appropriate prefix with information (A = a-number, SS = social 
security number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in 
the fields below the ID#. Pay special attention to the legend at the bottom of the screen 
specifically PF8, PF1 1, and any information listed under (other information). By 
pressing PF8 the history menu is displayed. This screen holds chronological information 
about actions that have been taken or changes in the subject’s immigration status. The 
PF1 1 screen shows EOIR (Executive Office of Immigration Review) information. The 
significance of this screen is it holds information about ongoing or closed deportation 
proceedings. In the section of the screen listed (other information) different acronyms 
may appear such as: CARD, EADS, RAPS and DACS. For additional information on 
DACS please see Chapter 3. 
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1. 5 Sounds-Like Name Search (91 02) 


File Edit Session Transfer Program Options Window Help 






li 




/ODD: 


i*ai 


m 


m 


CI M S M D 

COnnRND : 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE" SEARCH 


10/18/O5 

10:09:04 


’ LAST NAME: (40-CHARS MAX) 

FIRST NAME: (25-CHARS MAX) 

LAST NAME MATCH: (NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 

FIRST NAME MATCH: (NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 

PREVIEW NAME: (Y/N) 

EXACT DOB: (MMDDYYYY) 

DOB RANGE: (DATE RANGE = YYYYR; YYYY=YEAR, R=0 9) 

COB: (5-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

* LAST NAME IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE” SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


tcftboard 


Wi 


I 


mm 


9:09 AH 


Use the 9102 screen when there could be variations in the spelling of a name. There are 
times when the person who created the record in CIS misspelled the name. There could 
be many spelling variations in a name transcribed from a non-Roman alphabet. The * 
indicates the minimum amount of information required to search. The search results may 
be voluminous. 
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1. 6 Exact Name Search (9103) 




{Si Ele Edit Session Transfer Bogrm ££>ttons fflndow Help 


y m m jpi 


/OB /HD 

tm m I® 


CIMEXA 
COMMAND: 1 1 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 


12/15/05 

08:44:21 


* LAST NAME: 
* FIRST NAME: 

MIDDLE NAME: 

EXACT DOB: 
DOB RANGE: 

COB 

COC 

POE 

DOE 

COA 

FCO 

SEX 


(40-CHARS MAX) 
(25-CHARS MAX) 

(25-CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YE AR, R=0-9) 

(5-CHARACTER COUNTRY CODE) 

(5-CHARACTER COUNTRY CODE) 

(3-CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(3-CHARACTER FILES CONTROL OFFICE CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PFG MAIN MENU P F 9 SOUNDS-LIKE SEARCH 


ptonDoc.J Nrcdta 1 1 on ’Nrcir . . . s ^JCISResourceGuide 7:47AM 

9103 is the primary screen used when performing a search based on the subject’s name 
only. The information displayed will be an exact name match. 
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2. 7 Alias (AKA) Name Search (91 04) 




XvXvXvXvX;^ 


y|| File Edit Session Transfer Program Options Window Help 


Hr 


CIHflLI 
COHMRND : 


IMH IGRRTION RND NRTURRL IZRTION SERVICE 
CENTRAL INDEX SYSTEM - RLIRS (RKR) NRHE SEARCH 


RKR/NEE LAST NAME: 
AKR/NEE FIRST NAME: 

LAST NRHE HATCH: 
FIRST NRHE HATCH: 


(40-CHARS HAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO HATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO HATCH (0-9)) 


EXACT DOB: (HHDDYYYY) 

DOB RANGE: (DRTE RANGE = YYYYR ; YYYY=YEAR, R=0 9) 

COB: (5-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (HHDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (H/F) 

YOU MAY REQUEST A SEARCH ON FIRST-NAME-ONLY ALIASES, ON LASTNAHEONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 


CLEAR EXIT PF3 REFRESH PF4 HENU PF5 HELP PFG MAIN MENU 


HUM OVR 


The primary use for the 9104 screen would be to perform a search using any alias 
information provided in the FOIA request. 
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1.8 Sounds Like Name With Date of Birth (DOB) Search (9106) 




£§ life Edit Session Transfer Program Options: Window Help 


mam fpi 


CIMDSND 
COHN AND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE" NAME 
WITH DATE OF BIRTH (DOB) SEARCH 


08/03/06 
09: 25: 07 


* LAST NAME: 

* FIRST NAME: 

EXACT DOB 
DOB YEAR RANGE 
DOB MONTH RANGE 
DOB DAY RANGE 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(MMDDYYYY ; YYYY=YE AR ; MM =M0NTH ; DD = DAY) 
(YYYYR ; R=0-9) 

(YYYYMMRR; RR=0-12) 

(YYYYMM DDRR ; RR-0-31) 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


COB: 

(COUNTRY CODE) 

COA: 

(CLASS 

OF ADMISSION CODE) 

COC: 

(COUNTRY OF CITIZENSHIP) 

FCO : 

(FILES 

CONTROL OFFICE CODE) 

POE : 

(PORT OF ENTRY CODE) 

SEX: 

(M/F) 


DOE: 

(MMDDYYYY) 





LAST NAME, FIRST NAME AND ONE OF THE DOBS ARE REQUIRED. REMAINING FIELDS ARE 
OPTIONAL. SPECIFY SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


The 9106 screen allows searches for information pertaining to the subject of the request 
even if the spelling of the name is incorrect. For example, the requestor made a 
typographical error in the spelling of the name the search results will yield a list of 
similar names matching the subjects. 
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1.9 Card Search (9222) 


(b)(6) 


The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In 
addition, this is the same screen to find Border Crossing Card information. 
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(b)(6) 


1.10 File Transfer Display (9504) 


dh$d3<wci>j 


'I Fife Edit Session Transfer Program Options Ssiddw Self' 


urn 

-jgjyi 


■■ 


i/op 

Hi 


p[JP 

m 




fk 


CIMFTD 


IMMIGRATION AND NATURALIZATION SERVICE 08/01/06 

COMMAND: 



CIS - FILE TRANSFER DISPLAY ( FTD) 11:33:03 

9 1 



PREVIOUS 

FCO 

BAL 

FCO CREATING SUB-FILE: 



CURRENT 

FCO 

NRC 

SUB-FILE CREATION IND: 



REQUEST 

FCO 

NRC 



FILE 

LOCATED 

IND: 

: C (FILE TRANSFER COMPLETE) 



DATE 

FTR 

01242006 (MMDDYYYY) 

ACCESSION NUMBER: 00O0 



DATE 

FTI 

01242006 

INS BOX NUMBER: 



DATE 

FTC 

02022006 

REQUEST NUMBER: 


PERSON /ACTION: 


2ND REQUEST DATE: 






3RD REQUEST DATE: 

YOU 

MAY 

REQUEST A 

DISPLAY OF ANOTHER A-FILE 

BY KEYING A DIFFERENT A-NUMBER. 

CLEAR 

EXIT PF3 REFRESH PF4 FTS MENU 

PF5 HELP PF6 CIS MAIN MENU 

3270 






;i ! hum me i | 


The main purpose of the 9504 screen is to check the location and movement of files. 
This screen’s primary use as it relates to FOIA is that it will be used in conjunction with 
NFTS in the case create function. The following is a list of acronyms displayed on this 
screen. 

FTR: File Transfer Request 
FTI: File Transfer Initiated 
FTC: File Transfer Complete 
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1.11 Tables 




Q File Edit Session Transfer i Program Options W&dow Help 

fill 


-jgjxj 


/JL- 

Hi 


pJB 

m 


nft: 


fk 


IDHS DC258O02 V77 ENTER PASSWORD 

IDMS DC258O03 V77 USER NRC0291B SIGNED ON LTERH VT1UT159 AT 08:37:43.64 06.258 
TSS7000I NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y=J479 IDHS 
TSS70O1I Coun t= 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


NUB OVR 


The Tables section contains a wealth of informational codes that can be of assistance in 
making a decision about the subject of the request, such as Class of Admission. To get 
to this screen select the “keyboard” from the toolbar at the top of the screen and click the 
clear button on the keyboard. Once this is done type in the word tables. The next screen 
displayed will be the Tables Menu Screen 
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1.12 Tables Menu 




Q File- Edit Session Transfer i Prc^gr arn £if>itbfis Wih#w Help 

HE 


/JL- 

Hi 


pEJP 

m 


i\ 


fk 


TBXSELMU 


INS STANDARD TABLES DATABASE FACILITY 
MENU SCREEN 


mm 

-jgjxj 


09/15/06 
08: 40: 48 


(VADAD, LODAD, TB INF , V AINF , OR LOINF) 


TABLE ID: 
SEARCH VALUE : 


(MUST ENTER FOR PF1 AND PF2) 


ENTER- - PROCESS COMMAND 

PF1--SINGLE LOCATION/VALUE TABLE SCREEN 

PF2-- LOCATION /VALUE TABLES BROWSE SCREEN 

PF3- -REFRESH 

PF4- - PREVIOUS SCREEN 

PF5- -HELP 

PF7--LIST TABLES 

PF8--EXIT 

TB1OO0O1 - USER AUTHORIZED TO PERFORM DISPLAY FUNCTIONS ONLY 
3270 


NUB ovr: 


Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables 
is displayed. 
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1.13 Tables Information Screen 




£| File Edit Session Transfer Program Spfenis Window Help 




/W\\ 

mmmm 


TBXTBINF 


INS STANDARD TfiBLES DRTABAS E FfiCILITY 


PAGE 09/15/06 


TfiBLE INFORM flTION SCREEN 0001 08: 46: ©7 

COMMAND ---> (SELMU, V ADAD , LODAD, VAINF , OR LOINF) 

SEL ONE TABLE ID TABLE TYPE TABLE DESCRIPTION 


AFAC 

AIRX 

ASC 

ASIL 

ASYL 

BPHQ 

BPHX 

BPSH 

BPST 

B PS X 

CCDI 


VAL 

LOC 

LOC 

LOC 

LOC 

LOC 

VAL 

LOC 

LOC 

VAL 

VAL 


ADJUSTMENT OF STATUS CODES 


Cl S / AFAC F CO CODE TABLE 
INTERNATIONAL/ MUNICIPAL AIRPORTS 
APPLICATION SUPPORT CENTERS 
ASYLUM INTERVIEW OFFICES 
ASYLUM OFFICES 
HEADQUARTERS 

BORDER PATROL SECTOR CODES 
BORDER PATROL SECTOR HE ADQTRS 
BORDER PATROL STATIONS 
BORDER PATROL STATION CODES 
INS/DOS/USCS COUNTRY CODE DISCREPS 


TB100G43 

3270 


PF1 PF 2 PF4 PF6 

PGFRWD PGBWRD PREV SCN MENU 

SELECT ONE RECORD OR TRY OTHER FUNCTIONS 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press 
enter and this will bring up a list of different codes. 
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1.14 Value Tables Browse Screen 




Q File Edit Session Transfer i Program Options Wiiniiow Help 

fill 


LM*I 

-jgjyi 


iffi 

§P 

•m 



M i\ 


fk 


j TBXVAINF 


INS 

STANDARD TABLES DATABASE FACILITY PAGE 

09/15/06 





VALUE TABLES 

BROWSE SCREEN 0014 

08:56: 10 


command -- 

- > 

<SE LMU, 

V ADAD , LODAD , TBINF , OR LOINF) 




TABLE - ID 

: AD JX 

TABLE DESC 

: ADJUSTMENT OF STATUS CODES 


SEL 

SEfiRCH VALUE 

VALID 

CODE TABLE TEXT 



IB7 



IB7 

SLF-PETITION CHILD OF USC 



IBS 



IBS 

CHILD OF IBS 



ICS 



ICS 

INDOCHINESE REFUGEE 



IC7 



IC7 

SPS/CH INDCHN REF NOT QUA 

SEC 


IDS 



IDS 

INDOCHINESE PAROLEE 



I F 1 



I F 1 

ALIEN REC ADM FOR PER RES 

CREA 


IF2 



IF2 

MINOR CHILD OF IF1 ALIEN 



IRQ 



IR0 

PARENT OF U. S . CITIZEN 






| IRS 




IR7 



IR7 

CHILD OF CITIZEN 



IRS 



IRS 

ORPHAN ADOPTED ABROAD BY 

CITZ 



PF1 

PF2 

PF 4 

PF6 PF 8 




PGFRWD 

PGBWRD 

PREV SCN 

MENU EXIT 


|T B 1 00043 

- SELECT 

ONE RECORD OR TRY OTHER FUNCTIONS 


13270 









Read the screen in its entirety for navigation instruction and additional information. 
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2. Computer Linked Application Information Management System 

2.1 Introduction 


The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry /Update 
Processing selection on the menu is the only menu NRC FOIA uses because we search 
for receipts but never modify information in CLAIMS. 


2.2 Teleview Introduction Screen 




Edit : ; ; ylratisfen ; : grogram ; 


Options; ! Help* 


WMM, 


SsMh 




IW 

ms 


m 

Mil 


m 


m 


WARNING L This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 


have no expectation 

of privacy as 

to any 

cornmuni cation 

on 

or information 


stored within 

the system, ■ 

i ncludi 

ng information 

stored 

on 

the network and 


stored locally 

on the hard 

drive 

or other 

med i a 

in use 

wi 

th this 

unit 


(e.g., floppy 

drives 

, CD-ROMS, etc.) . 







CCCCCCCCC 










02R1 

CC TTTTTTTTTTTT 



VV 

VV 





CC A A A A 

TT 

EEEEEE 

LL 

EEEEEE 

VV 

VV 

II 

EEEEEE 

WW 

WW 

CC AA AA 

TT 

EE 

LL 

EE 

VV 

VV 

II 

EE 

WW 

WW 

CC AA AA 

TT 

EEEE 

LL 

EEEE 

VV 

VV 

II 

EEEE 

WW W 

WW 

CC AA AA 

TT 

EE 

LL 

EE 

VV 

VV 

II 

EE 

WWWW WWWW 

CAACCCCCC 

TT 

EEEEEE 

LLLLLL 

EEEEEE 

VVV 

II 

EEEEEE 

WW 

WW 


AflCCCCCCfl 
A A AA 

AA AA 


USERID ========> 

PASSWORD ======> 

NEW PASSWORD ==> 
VERIFY NEW PASSWORD ==> 


PF1 = HELP 

PF4 = WHO AMI 


PF2 = TIME PF3 = LOGOFF 

ENTER = PROCESS CLEAR = REFRESH 


CAPS HUM OVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 
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2.3 CLAIMS Selection Screen 




File Edit Session Transfer Program Options Window Help 


- <5 Xj 


m m m 


■£! fi 


COMHRNDS 


ENVIRONMENT 


MODEL : LUO -2/2 

LUNAME: J5NRC2AE 


Sesnum System 


DR L CR -TELEVIEW 4.4 


Application Status 


USERID; NRC7208A 
ESCAPE; PA1 


Description 


1 HELP 

2 MSG 

3 NEWS 

4 J 4061 DM S 

5 J427IDMS 


7 J427CICS 

8 J504CICS 

9 J537IDM S 

10 J534IDMS 

11 J527IDM 2 


Avai Table 
Avai Table 
Aval Table 
Avai Table 
Avai Table 

Avai Table 
Avai Table 
Avai Table 
Avai Table 
Avai Table 


TeleView Help Facility 
TeleVlew Message Facility 
Help & News Menu 
RAPS-APSS-EOIR 
FQIA/NACS/STSC/M FRS/RNRCS 


DAL ROPES 
WDC ROPES 
AR11 

CIS 

PICS/ADMIN SYSTEMS/DACS 


P F 1 = HELP P F 3 = END PF7= PAGE UP PF8= PAGE DOWN PF9= NOTEPAD PF1Q = ERASE NOTES 
[3270 


i 3 yi & : H II f§i 7:55 AM 


The number selected to access CLAIMS can vary for each computer. 
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2.4 CLAIMS Function Screen 


i|[ Be 


Edit Session Transfer 


Program Options Window Help 


EMM. 

-isi x.j 


S itiSI 


/ad|»+jd|/aDl Istj 


I DM S DC258002 V9 ENTER PASSWORD 

I DM S DC258003 V9 USER NRC7208R SIGNED ON LTERM VTMLT506 AT 08:54:22.05 05.349 
TSS7000I NRC7208A Last-Used 15 Dec 05 08:51 System=02Rl Facili t y=T E L EV I EW 
TSS7001I Count=08208 Hode=Fail Lockt 1me=None Name=TI FFANY ROSS 
V9 ENTER NEXT TASK CODE: 


■M El ill ,1* \M H 0 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. 
Type in claims and press enter. This screen is not case sensitive. 
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2.5 CLAIMS Welcome Screen 


i|*[ 9e Edit Session Transfer Program Options Window Help 




,v.v.v,v,v,;.v/,;.v.;:v ;.v 


EMM 
: MM 


IS Ifillll 


7m ™ /tiDl isL 



PRESS ENTER TO LOGON OR PF8 TO EXIT 

PF8 

LOGOFF 

3270 


NUMOVR 


Press enter from here to get to the logon screen. 
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2. 6 CLAIMS Logon Screen 


; ^;Ble :git ;::S$ssi6n: : J'arsfer : Frcgrsm Options : : : : ; ;blelp: ; 


Hill 


a iiniii;! 


/ad|»+jd|/aDl Isij 
1.1^ 


FSXM CLH S 


CLAIMS MRINFRRH E SYSTEM 
LOGON 


12/15/0005 

08:56 


LEGRLIZRTION NOTICE OF CONFIDENTIALITY 


SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS. 

ANYONE USING, PUBLISHING. OR PERMITTING SUCH INFORMATION TO BE EXAMINED IN 
VIOLATION OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 


IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE. 



PLEASE ENTER CLAIMS USER ID AND PASSWORD 


PF8 

LOGOFF 

13270 


NUMOVR 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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2. 7 CLAIMS Main Menu Screen 




§ : N UM*I: 


5! He Edit Session Transfer Program Options Wpidow Help 


m m ipi 


FSDLH NU1 


mm 


CLAIMS MRINFRRH E SYSTEM 
MAIN MENU 


COLLECTION 

COLLECTION 

COLLECTION 

COLLECTION 

COLLECTION 

COLLECTION 


RECEIPTING 

RECEIPTING 

RECEIPTING 

RECEIPTING 

RECEIPTING 

RECEIPTING 


12/15/2005 

08:57 

NRC7208R 


R P P L I CRT 1 0 NS 
PETITIONS 
BONDS 
FOIR 

PRIVACY RCT 
MISCELLANEOUS 


GENERATE REPORTS 

MAINTAIN SYSTEM FILES 

MANAGEMENT STATUS REPORTS 

CASE STATUS INQUIRY/I - 864 SPONSOR INQUIRY 

PRINT DELAYED/DUPLICATE APPROVAL NOTICES 

EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 

SCHEDULING/CARD PRODUCTION PROCESSING 

FD258 FINGERPRINT TRACKING INQUIRY 


ENTER SELECTION: 
[WELCOME TO THE CLAIMS MAINFRAME SYSTEM 


3270 


PLEASE MAKE A SELECTION. 
PF8 

LOGOFF 


NUMOVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press 
enter. 
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(b)(6) 


2. 8 Inquiry Screen, searching with a Receipt Number 




: File Edit Session Transfer Program Options Window Help 


Mmm 

-iff! *1 


d Hill S 


IIS 


m 


m 

■a 






FSXHIHN1 


CLAIMS liniNFRRH E SYSTEM 
UPDATE PROCESSING MENU 

SELECT FIND COMPLETE ONE LINE 


12/15/2005 

08:59 

NRC7208R 


(SELECTIONS BELOW FOR RPPLICRTIONS FIND PETITIONS ONLY) 


2. USER ID: 


(MMDDCCYY) 


BENEFICIARY/APPLICANT 
NRME ( LRST) : 

BIRTH DRTE : 


; FIRST) 


(MMDDCCYY) 


R NUMBER: 


REFERENCE 


PETITIONER 
NRME (LRST): 


(FIRST) : 


CRNCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY R.CPT 


NIIMOVR 


On the Inquiry screen, there are several ways to search for records. If you know the 
receipt number, type the number under the first field to pull up the receipt information. 
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2. 9 Searching CLAIMS using a Name and Date of Birth 


lllllt 


; File Edit Session Transfer Program Options Window Help 


jiiiii 


mmm 

-iff! 


d Hill S 


IIS 


m 


m 

■a 






I FSXHIHN1 

CLAIMS MAINFRAME 

SYSTEM 



02/07/2006 



UPDATE PROCESSING 

MENU 



09:16 








NRC7208A 



SELECT 

AND COMPLETE 

ONE LINE 



1 . 

RECEIPT NO, ; 








(SELECTIONS BELOW 

FOR. APPLICATIONS AND PETITIONS 

ONLY) 


2 , l 

JSER ID: 




DATE: 


(MMDDCCYY) 

3. 

BENEFICIARY/APPLICANT 






LI 

NAME ( LAST) : | 





MiiaMrt ■ 




|BT RTM DRTE : | 

1 1 

MDDCCYYM 





4. l 

A NUMBER: A 







5. 

REFERENCE NO, : 







6 . 

PETITIONER 
NAME (LAST): 




(FIRST) : 



PF3 

PF6 

PF8 

PF1 0 

PF11 


PF12 


CANCEL MAIN MENU 

3270 

LOGOFF 

REMOTE ACT 

UPD BY 

CODE ACT 

UPD BY R.CPT 


NUMOVR 


You may also search name and birth date. CLAIMS does not forgive spelling errors and 
will not conduct “sounds-like” searches. If you do not immediately find a receipt, you 
should also search by alias names and variations of the name. You may also search 
without the birth date. This may have the results you are looking for depending on how 
common the name of the subject. Searching using the birth date will narrow the findings. 
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(b)(6) 
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PG BACK 
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PF6 
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PF8 

LOGOFF 
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If your subject has a very common name, the inquiry may result in several pages of 
matches. View the screen pertaining to the individual receipt number or look for the 
type of form. It will show detailed information relating to that specific receipt number. 
To view the detailed information, type the corresponding number at the bottom of the 
screen labeled “TYPE IN SELECTION.” For example, if you type “3”, the detailed 
information relating to receipt number SRC0710351687 will be displayed. 
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2.10 Searching with the A-Number 
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CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY R.CPT 
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You may search by A-number. Navigate through these fields by tabbing, or to go 
backwards, use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien 
numbers as an eight-digit number without a leading zero. Ordinarily you should enter a 
leading zero immediately following the letter A (in purple on this screen) and then enter 
the rest of the A-number. If you do not find what you need, try deleting the zero 
immediately after the “A.” If the person has a nine digit A-number, you will not have to 
worry about it. Note: if you search by A-number, it may not show every receipt 
belonging to the person, so you may still have to search by name and date of birth or by 
petitioner’s name. 
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2.11 Searching with the Petitioner ’s Name 
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PETITIONER 
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3270 


NUMOVR 


You may search by using the petitioner’s name, but be forewarned: if the petitioner has a 
very common name, the results of this search may be overwhelmingly voluminous. 
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(b)(7)(e) 


2.12 Search Results 

The screen print below is the result of a search. The receipt shown is for an 1-751, 
Petition to Remove Conditions on Residence. 
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S0C SEC 

#: 

EMPLOYER: 
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REP CODE: 


REP TYPE: 

(A=ATTY , B=CERT , REP , 
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FIRM : 
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ZIP/POSTAL: 1 

STATUS/ACTION: 

1 






INS STATUS: 


H l_ VV e LI 1 J J . 





PRIORITY DATE: 
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TO: 



DC997961 - VIEW 
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PF7 

PF8 

PF9 

PF11 

Cl INQL CANCEL BACK 

EAD INFO MAIN MENU 

CODES 

LOGOFF 

REMIT 

STAT HIST 
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NUMOVR 


The receipt information gives the name, date of birth, A-number and address. The status 
of the receipt file is near the bottom of the screen. (STATUS/ ACTION: IBS1) 
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(b)(7)(e) 
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A PART 3: RECEIVED DT: 10/26/2005 
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TAX ID: 


REP TYPE: 


STATE: PROVINCE: 

STATUS/ACTION: 

INS STATUS: 

PRIORITY DATE: 102620C 
DC997961 - VIEW MODE 
PF2 PF3 PF4 

Cl INQ CANCEL BACK 
3270 


10262005 


(A=ATTY , B=CERT , REP, C=0THER) 
CLASS: 

CITY: 

;NTRY : ZIP/POSTAL: 


INOV L LFIOO , 

DATE VALID FROM : 


EAD INFO MAIN MENU CODES 


PF8 PF9 PF11 
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NUMOVR 


The top right comer of the screen shows the owner of the file, this may help in 
determining where to staff for the receipt file, especially if the receipt information is not 
in NFTS. This receipt begins with SRC, but that does not matter for staffing - the 
OWNER would be where you staff 
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RCTI0N CODE 
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PRESS PF4 OR "ENTER" TO RETURN TO PREVIOUS SCREEN 
P FI PF2 PF4 PF6 PF7 

PC FWD PC BRCK RETURN MRIN MENU CODES 

3270 


PF8 

LOGOFF 


HUM OVR 


By pressing FI 1, you may view the history screen. From this screen, we can see the 
status of the application/petition. If the petition has been approved, destroyed, or 
transferred, it may make a difference as to how we staff. 
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2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after 
you enter or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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!!!||| File ; Edit ; ;ses$ion ; Transfer ; Program ; ^options; \ \ Window ; Help : 
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There may be numerous results on a name search. Press FI to see the results of the next 
page. To view number 10 on page 2 of the results, enter “10.” To go back to the results 
of the search, press F4. The screen always returns to the first page of the search results. 
Remember this if you are going through the results page by page. 


3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 
million Allen Files (A-Files) and Receipt Files. NFTS allows for local control of all files 
within a designated USCIS File Control Office (FCO) or Case Control Office (CCO), 

The system supports the file migration from the USCIS field offices to facilitate a 
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national tracking system that supports the National Records Center (NRC) and a 
centralization of agency records. You will learn much more about using NFTS in the 
Staffing section of this guide. 


4. Person Centric Query Service (PCQS) 

PCQS is an automated system that allows a person to submit a single query for all 
transactions involving an immigrant across a number of USCIS and Department of State 
(DoS) systems. PCQS returns a consolidated view of the immigrant’s past interactions 
with USCIS and the Department of State as he or she passed through the U.S. 
immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it 
can help us locate certain documents to request, for instance, we may find information 
about an archived receipt in PCQS that we would not find in CLAIMS. You do not have 
to log in to PCQS to read the PCQS User Guide. Simply go to 
https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide link below the Warning. 
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5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that 
allows us to process FOIA/PA requests electronically. This automated system enables 
the scanning of paper files into electronic images. These images are easily stored, 
retrieved, and processed. FIPS provides workflow processing for the life of a case. Any 
time you do any transaction concerning a FOIA/PA case, it will be through FIPS. 
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REQUEST 

Type of request 

• Always FOI A 


A - Attorney 
C - Commercial 
E - Education/Scientific 
F - Foreign Government 
N - News Media 
0 - Other 
R - Representative 
S - Self 

W - White House/Congressional 


Track 1, 2 or 3 


Category 

ALF - Copy of alien file 
ASY - Asylum 
DOC - Memos, documents 
GEN - Genealogy 
PER - Personnel 
SIG - Special Interest Group 
SFR - SFR cases at NRC 

Print to CD 
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CREATING THE CASE 


On the FIPS worksheet under the header “Documents,” you will notice that usually 
Sequence 1 is the “Request Letter” and Sequence 2 is usually “Request Supporting 
Documents.” There will be a date beside the sequence number. Ordinarily, the date is in 
the past, but if you should ever open a request and discover the date beside the sequence 
number is today’s date, you should exit from the request (Retain in my In Basket) and 
send an e-mail to your supervisor explaining what happened. In the current version of 
FIPS, if we attempt to create a case on the same day the contractor scanned the request, it 
will cause “FIPS errors” and we will be unable to create the case. Checking the scan date 
is the very first thing you do when creating a case. 

Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G- 
28, Power of Attorney, sometimes it will be a letter from an attorney or representative 
and a G-28. Sometimes it will be a letter from the subject of record. At times, there will 
be documents scanned in such as alien registration card, driver’s license or other forms of 
identification. Other documents you may see can include miscellaneous screen prints or 
memoranda. You should view (almost) all documents scanned in FIPS in the Request 
Letter and Request Supporting Documents slots before you create the case. 

EXCEPT: if there is a slot marked “Request Responsive Records”, DO NOT view 
them before you create the case. These are the responsive records and the case is ready to 
process after you complete the acknowledgement letter. It will not be necessary to staff 
for the alien file. As part of staffing procedure, you should check in NFTS anyway to 
determine if there is a T-file here at NRC. That’s another exception to the rule because 
you do not normally staff for T-files at the NRC, but we cover that in the staffing portion 
of this guide. The main thing to remember at this point is not to open “Responsive 
Records” while it is still a request and before you have completed case creation. 

You must identify the following critical items and enter them into the FIPS worksheet 
before creating the case: 

REQUEST INFORMATION 

1. Type of request ( FOIA ) 

Always select FOIA. It will be incumbent upon the processor to verify the status 
of the alien, and to change the case type if necessary. 
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2. Source of request 

The source of the request is, quite simply, who is making the request. Is the 
requester the individual or an attorney or representative speaking on the alien’s 
behalf? Is it a request from the media or a true third party requester? Below is a 
list of possibilities for requesters: 

• A - Attorney - The requester is an attorney representing the alien. 
The attorney will have checked the box on the G-28 marked 
“Attorney,” or will have sent us a letter on the law firm’s 
letterhead. 

• C - Commercial 

• E - Education/Scientific 

• F - Foreign Government 

• N - News Media 

• 0 - Others - The requester of the file is someone other than the 
alien, an attorney or an accredited representative. They might 
possibly include a G-28 with something other than “Attorney” or 
“Accredited Representative” checked. 

• R - Representative - The requester is an accredited representative. 
On a G-28, the requester will have marked the box “Accredited 
Representative.” 

• S - Self - This is a request from the alien himself or herself. The 
request may have the name of an individual followed by “care of’ 
a certain law firm. This is still a self-request. 

• W - White House/Congressional 


If you feel that you have a case of a different source of request, please 
contact a supervisor for further guidance. 

3. Category of request 

There are 30 different categories of requests. However, the most 
commonly used ones are: 

ALF - The requester is asking for an entire copy of an alien file. This 
category includes the following: 
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a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 1951 in A-files 

d. A-Files above 8 million (A8000000), and documents 
therein dated on or after May 1, 1951 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 195 1 in A- 
Files 

DOC - The requester is asking for specific documents, such as a copy 
of a receipt file, an application or a copy of their naturalization 
certificate. As a rule, you should create a case as DOC if the requester 
is asking for up to three documents. If a requester is asking for an 
asylum application and supporting documents, you should create it as 
ALF. (Refer to the section “What track is my case? ” that follows.) 

PER - The requester is seeking information relating to USCIS 
personnel matters. 

SIG - Requested s) are seeking information relating to special interest 
requests such as news media requests, highly visible or public interest 
cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. 

The documents requested are normally associated with a controversial 
or sensitive subject. 

Select “SIG” if any of the following criteria are met: 

a. The FOIA request relates to a Presidential or agency 
priority; 

b. The FOIA requester or requested documents will garner 
media attention or is receiving media attention; 

c. The FOIA request is for documents associated with 
meetings with prominent elected, business, and/or 
community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, 

watchdog organization, special interest group, etc.; 
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h. The FOIA request is for documents associated with a 
controversial or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” 
criteria; 

Items listed above are suggestive and not exclusive - exercise 
judgment when marking cases with category “SIG.” 

If you believe a request qualifies as a SIG, choose that case 
category in FIPS, generate a staffing sheet using “FOIA Special 
Interest” and create the acknowledgment letter. This enables the 
Special Interest Group (SIG), responsible for special interest cases, 
to create a report and determine whether the case is actually a SIG 
case and report it accordingly. If the case creators do not mark 
SIG cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the SIG category in FIPS. 
The Special Interest Group will sort it out later. If you have 
questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC, FOIASIG . 

SFR-NRC uses this category to track all workload staffed to SFR. 
This includes cases retired by or lost by SFR, but does not include 
ZSF. 

GEN - Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below 
represent the records that the public would be able to request from the 
Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from 
September 27, 1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from 
August 1, 1940 to March 31, 1944 and Alien 
Registration Forms from March 31, 1944 to April 30, 
1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 
and Registry records from April 1, 1944 to April 30, 
1951. 
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e. A-Files numbered below 8 million (A8000000), and 
documents therein dated prior to May 1, 1951. 

Do not create the case as GEN unless it meets one of the above 
criteria. If the case you are creating does meet the criteria for 
GEN, create it as GEN then do the following: 

a. Close the request as an ER 

b. Send an e-mail to the OA room and include the 
following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the 
current days count and follow return procedures. 


4. Bureau 

The three possible selections for Bureau are: 

ICE - Used to identify requests wherein the requester is seeking 
information in connection with deportation hearings and other 
immigration related litigation (OPLA/DRO/SAC) 

CIS - Used for all other categories. This is the default in FIPS. 

CBP - Used for requests pertaining to documents relating to the Border 
Patrol, incident reports relating to apprehension, entry without inspection 
(EWI), smuggled humans, mobile patrol group, voluntary return, 
repatriation, checkpoints, entry/exit information, inspection, Port of Entry 
(POE), legacy customs or legacy inspections. Key words that you could 
see on a request relating to CBP are inspection, Port of Entry, Bridge of 
the Americas, Friendship Bridge, and smuggled goods. Note: If request 
is for entry/exit information and the requester/subiect provided an 
alien number, staff for the file. 
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5. What track is my case? 

Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or 
less (except asylum or refugee requests). 

Please select the category DOC: Memos, Documents and make the case a Track 

1 . The first paragraph of the acknowledgement letter sent to the requester must 
contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

Continue to create the case in Track 1 as specific documents. The requester may 
write back later responding that they need the whole file, and Records Locator can 
change it to Track 2 at that time. 

Track 2 - Requests for entire copy of alien file, asylum requests, and requests 
from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on 
the G-639, please select the category ALF: Alien File and make the case a Track 

2 . 

Track 3 - Requests for records of individuals scheduled to appear before an 
immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of 
the subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with 
the request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track in is approved or denied. 

Requesters will sometimes request both Track III processing and expedited 
processing. Neither has anything to do with the other. A requester could be 
granted either Track III processing or expedited processing, but never both at the 
same time on the same case. For expedited processing guidelines, please refer to 

Track III processing is not “expedited” processing as that term is used and 
understood in FOIA. When discussing Track III processing of a FOIA request 
the word “expedited” should never be used (priority or accelerated processing are 
more appropriate terms for Track III). Don’t confuse the two in discussions or 
correspondence with requesters. 

Refer to the cover sheet the supervisor attached to the request. There should be 
either an Expedited coversheet or a Track III coversheet, but not both. Follow the 
instructions on the cover sheet attached to the request. If there is no cover sheet, 
do not mark either box. 

If the requester specified Track III processing but the request does not have a 
cover sheet, please create the case. Do not staff yet. If you have a request for 
Track III and you see that we have a future court date provided in the request, 
prepare your response according to the Track 3 Ack Letter found in 
O : \Foia\F OIA_LIBRARY\Case_Crea t e_R e fe re nces\Case_Create_T e m pla t e_Lett e 
rs 

If the requester did not provide any documentation or if the documentation says 
“a date and time to be determined” prepare your response according to the Track 
3 Letter Denial found in 

O: \Fo i a \ FOIA_LIBRARY\Case_C re a t e R e feren ce s\C as e C reat e T em p l a t e Le tte 
rs 
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Send the case to Unit Chief. Send an e-mail to your supervisor and include the 
control number of the case. When your supervisor makes a decision the case will 
be returned to you in case create to staff for the file. 

If you assign the case to Track III, ensure you put the words “TRACK III” at the 
top of the staffing sheet. 

If the requested file has already been scanned because of a prior FOIA request 
that has now been resubmitted for Track III processing, do not create the case as 
new. You will attach the new request to the existing case as a CSD. If Track III 
processing has been approved, you have to change the track on the original case 
to Track III. 

To attach a new request as a CSD, please follow these instructions: 

When you pull up your new request and determine that it is a Track III request 
(there should be a cover sheet attached to the request granting or denying “Track 
III” and the necessary documentation should be present), if you know the existing 
case number it is not necessary to fill in the blanks of the FIPS worksheet. If you 
don’t know if there is an existing case, fill in the fields on the worksheet in FIPS. 
If you click on Doc Manager, and you find a potential duplicate case, please 
carefully review the existing case. If the requester is the same, note that control 
number. 


• Cancel back to FIPS without assigning a control number to the new 
request. In the upper right of the worksheet, click the button “To CSD”. 
This will change the request to a CSD. After it is changed, the button that 
previously said “To CSD” would now say “To REQ” and the document 
type in the document portion of the worksheet will have changed from 
Request Letter and Supporting Docs to Case Supporting Docs. 
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• Click Doc Manager again. When the search screen appears, you can search using 
the alien number or the control number of the existing case and click search. This 
will pull up the FIPS Manage Scanned Document Screen. 
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• Highlight the control number of the existing case. This action activates 
the box on the bottom of the screen. Attach the new request to the existing 
case as an Other Supporting Document. FIPS will ask you to verify that 
you are attaching it to the proper case. FIPS will then attach the new 
request and supporting documents to the existing case. 

After FIP S finishes attaching the information, (please be patient; do not click 
anything else while you are waiting), it will open up the original case, allowing 
you to update the track selection. Exit back to your in basket and either pend the 
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case for responsive records (if the file has not been scanned in) or send it to the 
processing queue. 

Once you have attached the CSD’s to the existing case, the existing case is 
assigned to you in Case Create. Whether Track III processing is approved or 
denied, please send a status letter. Please click In-Basket and save the case. 

Next, click Stand-Alone and call the case up. Click on Status Letter and replace 
the contents of the letter with the Track III Denial verbiage located at: 

Ql \Foia\FOIA_IJBRA R YCase Create References\Cxise_Creale_Templale_Lette 
rs \ Track_3_Letter_Denial . Close and save the letter. Click In-Basket to get back 
to the FIPS - Select Role screen. Click Case Create and click Next Case to recall 
the case you were working on. Either pend the case for Responsive Records (if 
the file has not been scanned in) or send the case to the processor if the responsive 
records have been scanned in. 

To send a Track III approval letter, simply click on Status Letter and replace the 
information detailing where your case is in the queue with the following 
statement: 

Your case has been approved for Track III processing. 


6. Is there a request for fee waiver? 

The requester may ask for a waiver of fees in his or her request or in 
accompanying documentation submitted with his or her request. USCIS 
considers all requests for fee waivers on a case-by-case basis. 

A requester must meet two requirements in order for USCIS to grant a fee waiver: 

1 . The disclosure of the requested information must be in the public 
interest. 

2. AND the disclosure of the information is not primarily in the 
commercial interest of the requester. For a detailed explanation, 
please refer to the U.S. Department of Justice Guide to the 
Freedom of Information Act, “ Fees and Fee Waivers .” 

Also note: the requester must ask for a fee waiver. Under current guidance, 
simply including a DOJ Fee Waiver form does not constitute a request for fee 
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waiver. If the requester has written any statement to the effect of a request for fee 
waiver on the form, then you treat it as a request for fee waiver. 

When a requester has asked for a fee waiver, you must check the box marked 
“Fee Waiver Requested” on the FIPS worksheet. Regardless of the decision on 
the fee waiver, you must insert a case note in FIPS indicating that you addressed 
the fee waiver request. When you are finished creating a case with a fee waiver 
request, send the request to Unit Chief and e-mail your supervisor. A supervisor 
will make the decision to approve or deny the fee waiver and send the case back 
to you in the case create role. 

Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 
0 : \F oi a\F O IA_LIBRARY\Case_C re a te _R e fe re n ce s\ C as e_Create_T e mp l ate Le tte 
rs\Fee Waiver(denied) for an example of the denial language. Copy and paste 
this language into the acknowledgement letter. Do not bold, underline, highlight 
or enlarge the font of the language. If the font changes to bold when you paste it 
in, highlight that text and remove the bold. 

Fee Waiver Granted: If the decision is to grant the fee waiver, then please check 
the box marked “Fee Waiver Granted.” In the acknowledgement letter, please 
add the following sentence to the end of the first paragraph: 

This is to inform you that your request for a fee waiver has been granted. 

7. Is there a request for expedited treatment? 

A requester may ask for his or her request to be expedited and processed outside 
the order of receipt. By law, we must respond to a request for expedited treatment 
within 10 business days. 

USCIS will grant expedited processing if the requester establishes either: 

( 1) circumstances in which the lack of expedited treatment could 
reasonably be expected to pose an imminent threat to the life or physical 
safety of an individual; 

or 
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(2) an urgency to inform the public about an actual or alleged federal 
government activity, if the requester is a person primarily engaged in 
disseminating information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet 
the criteria, we process the request in the appropriate track, using the “first in/first 
out” rule [See 6 C.F.R. § 5.5(a)], 

OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination 
regarding the expedited treatment. The supervisor will attach a cover sheet to the 
front of the request detailing the determination. Please create the case in 
accordance with the instructions on the cover sheet. 

If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not 
create the case as new. You will attach the new request to the existing case as a 
CSD. 

• If expedited processing has been approved based on new information, you 
have to check expedited processing approved on the original case and send 
an expedited treatment approval letter by opening the original case in 
stand-alone mode, removing the sentence about where the case is in 
queue, and replacing it with “This letter serves to notify you that your case has 
been approved for expedited processing.” 

• If expedited treatment was already denied in the currently open prior case, 
and the supervisor’s decision is the same, attach your request to the 
original case as a CSD and do not send further correspondence. 

• If the expedited treatment request refers to a case that has already been 
closed , close it as DP and send a duplicate letter or to create it as a new 
case, based on the situation. Please refer to the section on DP (duplicate) 
Cases. 

Sometimes the OA room will miss an expedited request. If this happens, check 
the “Expedited Treatment Requested” box, create the denial letter and then send 
the case to Unit Chief. Send an e-mail to your supervisor explaining the situation. 

EXCEPT : Do not mark both “Expedited Treatment Requested” and “Track III.” 

A request can be either expedited or Track III, but not both. If the requester has 
asked for Expedited Treatment and Track III, treat it as if it is a Track III request 
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and follow the instructions in TRACK in PROCEDURES . In such a case, you 
should not mark “Expedited Treatment Requested” before sending it to Unit 
Chief. 

If the supervisor granted expedited processing , check both the “Expedited 
Requested” and “Expedited Treatment Granted” buttons on the FIPS worksheet. 
When you create the acknowledgement letter, the following box will appear: 



Click “NO” if we granted expedited processing (because we do not want to 
generate a denial letter) and FIPS will generate the acknowledgement letter. We 
must advise the requester that his or her request for expedited treatment has been 
granted. In the acknowledgement letter, please add the following statement to the 
end of the first paragraph: 

This is to infonn you that your request for expedited treatment has been granted. 

USCIS denies most requests for expedited treatment because the requester failed 
to establish either of the necessary criteria. If the supervisor denied expedited 
processing, we must advise the requester of the criteria for expediting a request 
and offer an opportunity to resubmit additional justification. The requester also 
has the right to appeal the decision to the USCIS FOIA Appeals Office. 

If the requester has asked for expedited treatment and the supervisor has indicated 
denial, you must check the box marked “Expedited Treatment Requested” on the 
worksheet. This will generate a pop-up window that asks the question: 
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The answer to the question in this circumstance is “Yes”. After you have 
answered this question, FIPS will create both the acknowledgement letter and the 
letter denying expedited treatment. Please do not click on the documents as they 
are generating. The system will take a few moments for completion. After 
creating both letters, FIPS will return to the FIPS worksheet and both documents 
will appear on the status bar of your computer (the area on the bottom of the 
screen that shows you what programs/documents you have open). You can then 
click on them to make any necessary corrections, close and save changes. 

If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the 
Expedited Treatment Requested box (and create the appropriate response letters) 
for each child case. On the other hand, it might be that we will treat only the 
parent case as an expedited treatment request. The supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you 
would not mark the child cases as expedited treatment requests. 

NOTE: If there is an Expedited Treatment Requested cover sheet, and if you 
determine during case create that we need to close the case RD, RF, DP or ER, 
then un-check the box before you close the case. Because we are not generating a 
letter regarding expedited treatment, and because it would cause erroneous 
reporting of Expedited Treatment Requests, you must un-check the box. 


CD OR PAPER? 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 
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A few guidelines to follow: 

• Case Creators will mark the “print to CD box” on all new case creates, unless the 
mailing address of requester is to a correctional facility or unless the requester 
specified paper in the initial request letter. 

• If the responsive records are already scanned in when you create the case, you 
will still check print to CD. The processor must uncheck the print to CD box if 
the responsive records are less than 15 pages. 

• All responsive records mailed to a correctional facility must be on paper. In such 
an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by removing the paragraph that begins with “This office 
will be providing your records on a Compact Disc (CD)” 

• If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

• If a requester specifically asks for their records on paper, do not check “Print to 
CD” box and case note the reason. In such an instance, you must modify the 
acknowledgment letter so that we do not tell the requester we are printing the 
responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a 
Compact Disc (CD)” 


REQUESTER’S BIOGRAPHICAL INFORMATION 

1. Requester name 

When entering the information on the FIPS worksheet, please observe the following 
rules 

• Do not use all capital letters when entering names. 

• Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

• You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 

• Do not open cases in the name of a company only. 
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• Do not hyphenate names. 

• Be accurate with the spelling of the requester’s name in FIPS. If the name of 
the requester is not clear on the request letter, check the supporting documents 
for a Form G-28 for a clear copy. 

• Add a period after the middle initial. 

• Do not use part of the last name as a middle name, for example Hispanic 
names. 


2. Is this a delinquent requester? 


After you enter the last name of the requester, FIPS will automatically conduct a 
search for delinquent fees owed by that requester, using the last name of the 
requester. If the requester is delinquent on any case in any office nationwide, a 
box will pop up on the screen (see below). 




as pundirig d Bliriquettt ifft applies; 




: Canirol Number j :$SN 

j Maras 

] Amount Outstanding j 

i LOS20040bc 

PABLO 

515.70 

T NRC20040 

SONIA E. 

$25.80 

! NRC20090 

ROBERTO ANTONIO 

517.90 



j: •CL 



If a requester/subject previously submitted a request and owed a fee on a case and 
he or she did not pay the fee within 30 days, his or her case closed as a FP (failure 
to pay). If the subject/requester submits a new FOIA request, the Delinquent 
Requester notification is going to pop up. Your requester may possibly not be on 
the pop-up list. FIPS conducted a search by the last name(s) of delinquent 
requesters. 

Do not treat the case as delinquent if the case was processed on or before 
December 31, 2003. Send an e-mail to NRC. FIPSPROBLEM (clicking on the 
link will automatically include a copy to NRC, FOIAPROGRAM). In the body of 
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the e-mail, include the name of the delinquent requester and the delinquent case 
number(s). 

If the case was processed after December 3 1, 2003 and your requester’s name was 
on the list: 

If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. We have no way of obtaining those records to release to the 
requester. You will know the request was processed in FIPS Lite when you view 
the case because you will see the FIPS Lite placeholder. 

Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make 
this determination. To view a case, highlight the line and click view. If the 
delinquent requester matches your requester, treat the new request as delinquent. 
To get the delinquent case information (case number, dollar amount) in your 
acknowledgement letter and in the new case, highlight the name in the box that 
matches your requester and click ok. 


Delifiquent;C&6a£:: 


Choose a cones ponding delinquent case if it applies; 






CwtiraF'Nuri&eir: . ] SSN 


Name 


LOS2OO4O0O 

NRC20040 


PABLO 
SONIA E. 


mmmmmmms 


$15.70 

$25.80 


Vfea- QK .Cancel 


When you complete the case create process and the new case has a control 
number, FIPS will notate the delinquency on the worksheet. 
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:Ack- Letter: 




Staffing 


S i 2nd Case I In Basket { Exit 


Case Information 


JBida tmage 


Scanned 

12/18/2006 


Final Reply Due 

81/08,2009 

ygj 



Assigned To 


NRC2730A 

Request 






: fer" : i 

F:FOIA Request 

ijrjijs&l 

Bureau 

CIS [Citizenship and li m 

Source; 

A [Attorney 


Transferred Case From 

•y.y. 

m 

Category i 

ALF :Alien File 


i Referred Case: From 




F'i Print to CD 

:P Fee Waiver Requested 

iif Fee Waiver Granted 


r Track 1 <• ' Track 2 


p uAputmeu 


r Expedited Treatment Granted 1 P 

y..\ \ •< * , *« yyy i 'y’o'Vi v'/s'v'i vmW '.ivyy.i wwjwwiwwi vyyi '.i vyyi '.riiyy.! ;i jJyyj ‘i vVa v.« % *.« *.« ‘ « % *. * % % *.« * « • . *. *« * 


r Trac k 3 
r PA Cited 

LAlfcU tZrlUi l : 




»0ELI NQ UENT R E QUESTER: NRC20090 


SSN 


First 


Middle 


Roberto 


fur $17.90 

Last 


Mouse 


11 


rk 


Subjectlrifotm ation 
Alien Number 


012345678 


1* Name f' Subject 


SSN 


First 

Middle • N 

Last'; 

; - - 

iH 

Mickey 

| 

| Mouse 


Actidn'EisL 


**Do not staff for responsive records until we receive payment. 

If the requester has more than one delinquent case, you will have to add up the 
total and modify the delinquent requester letter providing the case number for 
each delinquent case, the dollar amount owed for each, the total dollar amount 
owed, and instructions to prepare a check for the total amount made out to “U.S. 
Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to 
generate the letter. 
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Acknowledgment Letter generated with 
<• Options 

r Final Action Options 


Letter Options 
F Oeimquierit R e quester 

Prepayment F?fe^p^ 

F Advance Payment Returi 
r Create Lost File Letter 


; $17,90 


Additional Documents Required 

f~ Death Certificate 
P vei uncart? ui uitnmty t u« m > 

iTnrm^ 

P Port of Entry 
F Alien Number 
F G 639 Form 

MUieK: :::::: 



There will be no further action until the delinquency is resolved. Please pend for 
requester documentation. 


‘ : W$M. : : : ' ' : i i : i !:• ! . ; : 


Where do you want to send this case? 


' Records Locator 
I-. Unit Chief 


Pend Case for Responsive Records 

Pend Case for Circular Search 

Pend Case for Requester Documentation 


Retain this case in my In Basket 


m 


Cancel 


3. Complete requester address 

The requester’s name and address are on Form G-639 in Section 2, “ Requester 
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Information .” If there is a duly executed Form G-28 in the Request or Request 
Supporting Documents enter that attorney’s address in the FIPS address block. 

If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester 
in Section 2, “ Requester Information .” Do not use the address on the envelope or 
letterhead. 

Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to 
CD, nothing over 35 characters prints on the CD. This requires the OA clerks to 
print a label separately for those CD’s before mailing. 

Please include the suite number or apartment number on the same line as the 
street address. Currently FIPS will allow you to key in more than 4 lines in the 
address box. The issue is when the case is processed and the CD is printed, it 
only prints the first 4 lines. The requester’s name is the first line of the address, 
so you have three lines left. 

If the name of the requester on the Form G-639 is a company name, please review 
the supporting documents to try to locate the name of the attorney/representative 
of the company. 

For example, if your request comes in on a G-639 and the name of the requester is 
only the name of the law firm representing the alien (for example, Wilens & 
Baker) you will need to look through your supporting documents to see if you can 
locate the name of the attorney at Wilens & Baker who is representing the alien. 

If you cannot locate the name of the attorney who is representing the alien, then 
open the case in the name of the alien, in care of the law firm. Do not use 
“Wilens & Baker” as the requester name. 

If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to 
Unit Chief. 

When the attorney or subject of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address. Please 
do not use both. 
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The address can only be four lines long, even though FIPS gives you an extra line. 
The requester’s name is always the first line. 

Enter any suite numbers or apartment numbers in the address line. 

If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or. Attorney at Law, or “c/o” 
and the law firm name or the name of the attorney. 

If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You 
must complete these fields to ensure proper delivery. Before pending this case for 
any further action, please check the “Print to CD” box and case note that you did 
so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
New Mexico 
Palau 

Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 

A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. With Mexican addresses for example, if you 
enter Mexico City’s postal code in the postal code field, the address will print 
incorrectly for Mexico’s postal system: 
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(b)(6) 



SUBJECT INFORMATION 

Under the header: “Subject Information” you will see two radio buttons - “Name” and 
“Subject.” Most requests are for a copy of an A-file, so you will select “Name.” 

• Alien number, if applicable 

• Alien name or 

• Subject information, if the requester asks for specific documents that will not be 
in an A-file (i.e., vacancy announcement, investigative reports, copy of personnel 
file, or in some cases, a copy of a receipt file that has not been consolidated into 
an A-file). 

• When the requester is seeking information relating to multiple individuals on one 
FOIA request, you must create a separate case for each individual. 

1. Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the 
request, as an eight-digit or nine-digit number. You should always check the A- 
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number in CIS to be sure it belongs to the correct subject. If you have a seven- 
digit A-number, please add a lead zero to make it an eight-digit number. FIPS 
will automatically enter a lead zero if you have an eight-digit number. If you 
have created the case and you see less than nine digits in the A-number field, 
please re-check (by pasting the number into CIS) to make sure you have entered 
the number correctly. 

Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of 
the beneficiary, since we will staff for the beneficiary’s A-file. 


2. Name or Subject? 

This portion automatically defaults to a name format. Enter the subject’s name, 
as it appears in section 5 of Form G-639 (except in the case of a petitioner asking 
for a petition). 

The name portion of the worksheet is the name of the alien whose file we are 
requesting. This is usually the name in the subject portion of the Form G-639, or 
in the subject line of the request letter. However, if the requester is asking for a 
Petition he or she filed on behalf of a beneficiary, then that document will be a 
separate receipt or it will be in the beneficiary’s file, not the requester’s file. In 
situations like this, the subject information would be that of the beneficiary, not 
the requester. 

If the request is for something other than an alien file, for example, a receipt file 
or a vacancy announcement, then you will select the button marked “Subject” in 
the subject information area. This will change the format of the screen to one box 
labeled “Description” instead of three boxes. Delete any alien number in cases 
such as this. Check to see if there is an A-number when you are creating a case 
by “Subject” instead of “Name.” If there is an A-number, delete it to avoid a bad 
staffing. 

“Subject” is used at different times, such as: 
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• when there is no alien number for the subject, but there are receipt 
numbers 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 


If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC04 123 60000 for Juan Cardozo Martinez 

Incorrect: MSC-04-123-60000 for Juan Cardozo Martinez 

Incorrect: MSC0412660000 for Cardozo Martinez, Juan 

Enter the receipt number with no dashes or spaces and enter the first name first 
and last name last, for example, “for Jane Smith,” not “for Smith, Jane.” This 
format assists the Mission Support Assistants in locating the files and in locating 
the cases in FIPS when the receipt files come into the facility. If you are 
requesting multiple receipt files from the same facility, use only one staffing 
sheet. See Staffing Sheet Guide for more guidance. 

When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information 
for more information on handling personnel related requests. In other types of 
situations, put as much of the pertinent information in the description line as space 
will allow. You may need to modify the acknowledgement letter. 

RUNNING DOC MGR (DOCUMENT MANAGER) 

Now that you have filled out and verified the requester’s name and address and checked 
the name and A-number of the subject, the next step is to run the “Doc Mgr.” Document 
Manager, or Doc Mgr, the button is located in the upper left hand corner of the FIPS 
worksheet. This button enables you to search for cases based on different criteria in FIPS 
before creating the case at hand. It allows you to do a myriad of functions such as 

• Create a new case 

• Create a duplicate case 
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• Create a multiple case 

• Attach CSD’s to an existing case 

• Attach requester documentation to a pending slot 

• View an established case that matches the criteria in your current case 


If the subject provided an alien number in the case you are creating, search by the alien 
number. If the subject did not provide an alien number, or if the request is for documents 
other than an alien file, the best criterion to use is the requester name. Always change 
“Search Offices” from “NRC” to “ALL Offices.” In addition, we can avoid having 
duplicate cases by searching both the a-number and the subject’s name. 






Control Number 

Search Offices jisiRc 

Created After j / / 
Requester 


Last Name |ALANSSI LV 


: First Name |AI LXANDHA 

: j Middle ^:N:ame: : : : | 

SSN fT- 


Subject 


Subject CANO, BERTHA 


Alien Number [l2345678| 

i:l SiSN I | - 


rr. ‘: : 


jr 

|l! 

r 


::r j 

jr 

iir 


Note; % is the ‘wild catd‘ symbol 

Use it sparingly as it lengthens search time. 


Cleat i Search j Cancel : 
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Specify the search criterion by checking the box that corresponds with the line of 
information. This information carries over from what you entered on the FIPS 
worksheet. To perform a search, simply check the box you want used in the search and 
click on the “Search” button. The system then tries to match your search criteria selected 
to any existing cases in FIPS. For example, if you select the Alien Number field as the 
search criterion; FIPS will retrieve all cases created with that alien number. You could 
also search by the subject of record’s name - and you should do so if you have any doubt, 
to avoid having active duplicate cases. FIPS will search only on the field or fields you 
select. 

If the requester has provided more than one alien number and through careful research, 
you determine that they all relate to the subject, you must run Doc Mgr on all of the 
numbers, not just the one entered on the FIPS worksheet. You can change the Alien 
Number field on the Doc Mgr pop-up window to reflect the different alien numbers 
provided and conduct a search on each one. 

The majority of the cases you create will be new cases. After you run Doc Mgr and you 
have found no matching case, the following pop-up will appear: 




No Cases Matched Your Search Criteria 
New ;| Multiple Cases \ Search 


Select the button “New”. FIPS will then generate a control number for the case. This 
procedure can take a few minutes to complete. Please be patient. Do not click on any 
other buttons while FIPS is working. 

Use the Multiple Cases button when the request is for multiple individuals 

FIPS will ask how many cases need to create and will then create them semi-sequentially. 
FIPS has the ability to create a parent case with up to 25 child cases. FIPS will 
automatically insert into each case a note remarking on the fact that the current case is a 
part of a parent/child case. 

When the requester is seeking information relating to multiple individuals on one FOIA 
request, you must create a separate case for each individual. 
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After FIPS finishes creating the new case(s), you will need to create an acknowledgement 
letter, request any additional information (if applicable) and staff for responsive records. 
Of course, nothing is ever this simple all of the time. Now you are ready to determine 
consent and PII. 


WHAT IS CONSENT? 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for 
access to information in the record by the competent individual to whom the record 
pertains. The case creator must review the request and supporting documents to 
determine if proper consent is present. 

Consent can be any of following: 

• A Form G-639 bearing a notarized signature or a signature made under penalty of 
perjury, or 

• A notarized signature of the subject, or 

• A declaration under penalty of perjury signed by the subject 

The notarized signature of the subject or the signature under penalty of perjury does not 
need to be on the G-639. If a requester has inserted the penalty of perjury statement on 
ANY document, and the subject of the file has signed the document, it is consent. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the 
penalty of perjury statement is directly above the signature of the subject of 
record. 

• G-639, when the subject has signed the first page and the second page does not 
contain the signature of the subject but has been notarized. 

• DOJ-36 1 , Certificate of Identity: we may not suggest or require that a requester 
use a DOJ-36 1, but we can accept one as consent with a signature under penalty 
of perjury. 
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A current photo ID or a G-28 signed by the subject of record is for information purposes 
only and is not accepted as a form of consent for any case created March 5, 2009 or later. 
However, you may accept a properly executed Form G-28 without a penalty of perjury 
statement as consent for any case created on or before March 4, 2009. 

“Consent” for purposes of FOIA/PA does not include a Form G-28 with a statement 
made under penalty of perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” A statement made under 
penalty of perjury must conform to the requirements of 28 U.S.C. § 1746: Unsworn 
declarations under penalty of perjury, which reads as follows: 

Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required orpennitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in writing 
of the person making the same (other than a deposition, or an oath of office, or an oath required to 
be taken before a specified official other than a notary public), such matter may, with like force 
and effect, be supported, evidenced, established, or proved by the unsworn declaration, certificate, 
verification, or statement, in writing of such person which is subscribed by him, as true under 
penalty of peijury, and dated, in substantially the following form: 

(1) If executed without the United States: "I declare (or 
certify, verify, or state) under penalty of peijury under the laws 
of the United States of America that the foregoing is true and 
correct. Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, 
possessions, or commonwealths: "I declare (or certify, verify, or 
state) under penalty of peijury that the foregoing is true and 
correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning an individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent using the 
Track 1, Track 2 or Track 3 Ack Letter Requester Docs located at: 
():\Foia\F()IA_IJBRARY\Case_Create_References\Case Create J'emplateJ liters or 
the form “Requester Documentation Attachment” located at: 

0: 'Foia'FOIA LIBRA RFCase Create References\Case Create Template Letters 
\Reqnester_Docs_A ttachmnt . Check the first box on the document. 
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After you send an acknowledgment letter requesting consent, do not staff for the file. 
Click on “In Basket” and Pend for requester documentation. When the requester 
provides consent, Records Locator will staff for the records. 


Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. The signature of the 
parent/guardian must be notarized or signed under penalty of perjury [6 C.F.R. § 5.21(e)], 
The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors can make a request for their file themselves. They do not have to have the 
consent of their parent or guardian to make this request. An attorney may also represent 
a minor. 


Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “list of all 
employers in Utah who use E-Verify ” does not have to provide consent. Commercial, 
contract, and media requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or 
personally sensitive information to a third party without consent. If the requester is 
asking for records concerning an individual and does not provide consent, nor does it 
appear likely that the requester is going to get consent, we treat it as a third party request 
without consent. It may be obvious from the request that the requester will not be able to 
obtain consent from the subject of record. If you have a doubt, consult your supervisor. 
The supervisor may have you send for consent, call the requester to see if you can make a 
determination, or create the case as third party without consent. Third party requesters 
are entitled to any public documents that may be in the file they are seeking, as well as 
documents they provided in support of an application/petition. For example, if a wife is 
looking for a copy of her husband’s file so that she may divorce him, and says in her 
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request letter that she does not know where he is or says she cannot get his consent, do 
not send a request back to her for her husband’s consent. In a situation like this, simply 
staff for the file and put a case note in FIPS that it is a third party request without consent. 
In the above example, if she did not specifically say she cannot get his consent or that she 
does not know where he is, do not staff for the file. In a situation like this, send a request 
for consent and pend the case for requester documentation. 


Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof 
of death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, it is assumed they are deceased and no 
proof of death is required. 


Routine use, no consent required, not FOIA 

The Service may disclose records from the alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. 
Consent is not necessary for the processing of these types of requests. Some examples of 
these types of requests include requests relating to child support enforcement and aliens 
seeking public assistance. 

Requests from government agencies (federal, state or local) for verification of status of 
aliens are routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, 
you may open a request from a county public assistance agency attempting to locate a 
child’s father who is avoiding financial responsibility. If you open a request from a state 
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or local government agency requesting information about an alien, e-mail your supervisor 
advising them of the situation, then close the case ER. The only exception to this rule is 
if there is a cover sheet with instructions to create as FOIA. 

Criminal bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non- 
immigration violations of the law. These requests are processed by Immigration and 
Customs Enforcement. If you open a criminal bond obligor request in case create, use 
the same guidance as for immigration bond obligors. 


Immigration bond obligor, no consent required, not FOIA 

We no longer process requests received from bond obligors. Any new requests that are 
scanned into FIPS as of June 11, 2009, should be closed as an ER. Please send an e-mail 
to NRC, FOIAOA and provide the REQ number or control number, and also include the 
requester’s name. 

OA room will mail the request to the following address. 

Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 

800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 

What is an Immigration Bond Obligor? 

Immigration bond obligors are surety companies who have posted an immigration bond 
(1-352) for an alien who has been taken into custody by the Service. If the alien fails to 
attend his or her hearing, then he or she forfeits the bond. Under the court case Amwest v. 
Reno , the surety companies, or their attorneys, are entitled to a complete copy of the 
alien’s file to assist them in trying to locate the alien. Consent is not required for the 
bond obligor; however, they should provide a copy of the bond contract, Form 1-352, 
with their FOIA request. 
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CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual 
situation. Some not-so-usual situations follow this paragraph, but as a case creator, you 
will inevitably see situations you have never seen before. Case creators should seek 
assistance from their supervisors as a first step. If the problem cannot be resolved, the 
creator should send the case to the Unit Chief and send an e-mail to the supervisor for 
clarification. If it is not a situation that needs clarification but some type of FIPS error, 
send an e-mail to the FIPS Problem mailbox (NRC. FIPSPROBLEM) and CC your 
supervisor, or in other situations to the MSB mailbox (NRC, NRCF OI A M SB), and CC 
your supervisor. 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail 
addressed to both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM 
mailbox. 

REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from 
the consulate of a foreign nation to the Director’s Office for handling. USCIS 
Headquarters is the only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request 
putting the consulate’s address on the G-639 to mail the records to the consulate (for 
passports). If the request is from a consulate the FOIA request should be closed as an ER 
and an e-mail should be sent to NR C, FOIAOA mailbox (with a CC to your supervisor) 
with the case information. Send the case to Unit Chief. The supervisor will review and 
close the case. If the subject mailed the request and wrote the consulate’s address on the 
G-639, use the subjects address from the envelope and set it up as a self request. 

REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the 
person in CIS or CLAIMS; do not close the request as NR. If the requester is asking a 
question about being a student, au pair, camp counselor, or participating in a summer 
work/travel program, or if the requester specifically mentions visa type F-l, F-3, J-l, M-l 
or M-3, then you should refer the request to ICE, since that record will be tracked in 
SEVIS (Student and Exchange Visitor Information System.) An example of a “refer to 
ICE” type request might be: “Type of visa, visa number and legal documents allowing 
entry into the US. The subject was a student at the University of Nebraska.” 
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Otherwise, redirect the requester to Department of State. An example of a “re-direct to 
State” type request might be for a B1/B2 visa, such as: “Type of visa, visa number and 
legal documents allowing entry into the US. The subject visited Disney World and Cape 
Canaveral and entered at Orlando International Airport.” 


REQUESTS: A-numberonly 

If a requester/subject is asking for their alien number only, follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with 
the information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If 
consent or any PII are missing, generate the acknowledgement letter and request 
the additional information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing Mot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark 
the box “Responsive Records.” Take the screen print to the OA room for 
scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the 
responsive records are scanned in the case will move to the processing queue. 


REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty 
years. Initially the program included workers from Mexico, the Virgin Islands, British 
West Indies, and elsewhere. After about 1945, the program was limited to agricultural 
workers from Mexico, and the term “bracero” refers to an imported farm worker from 
Mexico. “Brazo” means arm, and “bracero” means a person who works with his arms. 
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Begin with a thorough search of CIS. If no record is located, request a manual search. 
Create a Records Indexing Staffing and enter all information provided by the requester. 
If the manual search produces no record, generate a “NR” letter and send the case to 
Admin. Send an e-mail to your supervisors with the case information. The supervisor 
will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals 
at US-Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero 
admitted in 1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the 
requester should ask for a search of Mexican border arrival manifests in Record Group 
85. The correspondence to NARA should contain the date and port of entry, as well as 
the name used at the time of entry, age at the time of entry and any other identifying 
information. 


NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s 
documents within their files. These documents will be referred to us for processing. The 
responsive records could be USCIS documents being referred to us for review or joint 
documents i .e., co-authored by the referring agency and other agencies. A transmittal 
memorandum advising us to respond directly to the referring agency is a consultation. A 
transmittal memorandum advising us to reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you 
have created the case and that it is a referral/consultation from another agency. Include 
the alien name and the NRC control number. 
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REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance 
ratings and awards are scanned and handled in the HQS queue by the Special 
Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC 
queue, create the case and reassign the case to HQS. Create the case as a Track 2 
case. Use PER for the category and CIS for the bureau, the subject information 
box should be changed to “subject” and the description should contain the 
vacancy announcement number. 




Where do you want to send this case? 


f Records Locator 


i ’ 

r 


r Unit Chief 






• Reassign to Another Office i 
Retain this case in my In Basket 


Ok 


Cancel 


Click on the “Reassign to Another Office” and use the drop down box to select the HQS 
office. The case will be staffed when it is re-assigned to the HQS queue. Send an e-mail 
to NRC, FOIASIG with the case information. 
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REQUESTS: Official Personnel File 

Close FOIA requests received from an individual for a copy of his or her Official 
Personnel File (OPF) as NA (not applicable). Inform the requester in the final action 
letter that they may access their OPF on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf 

Jogon.xml 

After generating the “NA” letter in FIPS, send the case to Admin and send your 
supervisors an e-mail with the case details. The supervisor will review and close the 
case. 

REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA 
requests. You should create the case and staff for the file as a specific document request. 
It is not necessary to create an acknowledgement letter if the request is from the Red 
Cross. 

REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the 
alien to enforce court ordered support or enforcement of some other lawful responsibility. 
These types of requests fall under the routine use category. You should e-mail your 
supervisor advising him or her of the situation, then close the case ER. The only 
exception to this rule is if there is a cover sheet with instructions to create as FOIA. 

REQUESTS: Return of original documents 

Requesters will sometimes ask for the return of original documents, such as adoption 
decrees, birth certificates or other documents of a personal nature on a request addressed 
to FOIA. If the request for the return of original documents is submitted on a G-639, we 
are required to provide the requester with a copy of the specific documents requested. 

For return of original documents, the requester must submit a G-884 to the SAVE Unit of 
their local district office. Insert the following verbiage in the acknowledgement letter. 
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In your FOIA request you have specifically asked for the return of original 
documents. We will provide you with a copy of these documents. In order to 
obtain the original documents you must submit a G-884, “Request for the Return 
of Original Documents” to the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, click final 
action and choose “ER” (created in error). A letter is not created by FIPS; you will need 
to generate a letter in Stand-Alone explaining the reason we did not accept their request 
as a FOIA request. Print two copies of the letter. Attach a cover sheet on one copy to be 
scanned in as a CSD and send the other copy to the OA room for mailing to the requester. 
Include a detailed case note. Send the case to Admin and send an e-mail to your 
supervisor with the case information. The supervisor will review and close the case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all 
G-884’s (Request for Return of Original Documents). OA ordinarily forwards any 
requests for return of original documents to Case Resolution. 


SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential 
information needed to create a case, and you are unable to determine what that 
information is, there are individuals at the NRC available to translate. Here is the 
procedure: 


• Insert a case note titled “Untranslated Documents” and the reference page 
numbers. 

• Copy the text of the case note and paste it into an e-mail to NRC. 
NRCFOIAMSB, with a CC to your supervisor. 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information will be scanned as CSD or 
case noted, and returned to you for creation and/or staffing. 
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SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need 
to create the case as a track two case, mark the category as Congressional, staff for the 
requested documents and send an e-mail to the MS B Mailbox advising them of the 
control number, congressional contact information and name of the subject of the request. 
Do not use the Congressional office address as the address for the FOIA request. If an 
address for the subject cannot be found, please contact a member of the MSB for more 
guidance. 


SITUATION: Appeals 

If an appeal is encountered in case creating, the request needs to be sent to the Unit Chief 
box in FIPS and an e-mail sent to the designated appeals POC advising of the appeal. 


SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of 
Appeal of Decision Under Sections 245 A or 210 of the Immigration and Nationality Act 
(INA), scanned as the FOIA request letter, this is considered a legitimate request. The 
Administrative Appeals Office sends this form along with the A-file to the NRC for 
processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their 
permanent residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words “NEW REQUEST” should have been 
written on the top of the form before scanning. Please note the request may not have a 
current date. The case creator should create the case, and request additional information 
or consent if needed. If additional information or consent is not necessary, send the case 
to processor. 


SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please close it as an ER. Send 
a message to NRC, FOIA PROGRAM; McDaniel , M arcia M (clicking the link generates 
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the e-mail) providing the REQ number and information indicating the request was a 
subpoena or court order. The NRC Program Office is currently addressing these 
requests. Subpoenas or court orders are a high priority. Please notify NRC, FOIA 
PROGRAM as soon as possible. If you aren’t sure, please contact your supervisor for 
guidance on how to proceed. 

SITUATION: Certification of record 

When creating a new case, insert a case note “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. 

The physical file must be located at either the NRC or the FRC. Genealogy requests that 
were received, staffed and processed by NRC can also be certified by the NRC. The 
NRC will not certify copies of documents that belong to other agencies. Information will 
be provided to the requester on how to obtain certified copies of these documents. The 
NRC can also provide a certified letter giving information such as the date of entry and 
the status of the individual. 

NRC will not certify naturalization certificates for living persons. If the individual has 
his or her original naturalization certificate and want or need a certified copy of it, he or 
she must make an INFOPASS appointment. An individual must submit an N-565, 
Application for Replacement Naturalization/Citizenship Document if he or she has lost or 
misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests 
must be submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 

SITUATION: Certification of record for dual Italian citizenship 
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If we receive a request asking for a certified copy of a relative’s naturalization certificate 
for the purpose of applying for dual Italian citizenship: 

If the requester’s relative is deceased, they must submit their request to the USCIS 
Genealogy Program . The web address for more information and instructions for 
submitting their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in 
order to apply for dual Italian citizenship. According to information obtained from the Italian 
Embassy in Washington, D.C., certified copies of naturalization certificates are not required for 
the dual citizenship application. The Italian Embassy requires the naturalization certificate copy 
along with our USCIS cover letter and envelope. The records that we release as part of this FOIA 
request will serve that purpose. 


SITUATION: Record at National Archives and Records 
Administration (NARA) 

The National Archives and Records Administration has designated alien files as 
permanent records for the Federal Government, ensuring their retention indefinitely. As 
with all permanent records of the Federal Government, ownership and physical custody 
of the record is transferred to NARA at a designated point and NARA becomes the 
custodian of the record. Once the record is transferred to NARA, anyone who wants 
documents out of the file will have to file his or her FOIA request directly with NARA. 
The “magic date” for alien files to be turned over to NARA is when the subject of the file 
passes 100 years of age. The NRC has begun the process of transferring the targeted files 
into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of 
the file was born before 1909, particularly if the request does not meet the criteria for a 
genealogy case. The complete list of criteria can be found in Section 3, “Category of 
r eq u e s t” i n th e su b - paragraph “G E N .” 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 
1957 and died in 1969. Enclosed is proof of his death and alien number.” 
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Mr. Crab meets one prong of the criteria for genealogy because he was born long ago; 
however, since he was naturalized in 1957, he does not meet the prong of having no 
documents in his file dated after 1951. If you are creating a case and the subject of the 
request is 100 years of age or older, but the person DOES NOT fully meet the criteria for 
a genealogy case, please pay special attention to NFTS. If NFTS shows that the a- 
number has been retired to NARA, it means we have turned the records over to NARA 
permanently. The requester will have to send a request to NARA. Please select FINAL 
ACTION OPTIONS when creating the Acknowledgement Letter, select NA and replace 
the normal Acknowledgement Letter with the NARA Historical Record Letter located at 
O:\Foia\FOIA_LIBRAR Y\Case_Create_References\Case_Create_Template_Letters/Hist 
orical Record . Letter. 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows 
a shelf location within NRC (or any other office), staff for the file. 


SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. 
The agency maintains immigrant arrival records created since 1892; and naturalization 
records since 1906. 

When a request is for records older than those maintained by the agency, click final 
action and choose the code “OR.” This generates a letter to the requester explaining that 
the records being requested are older than those maintained by the agency. After 
generating the final action letter, send the case to Admin and send an e-mail to your 
supervisor with the case information. The supervisor will review and close the case. 


REFERRAL AND REDIRECTION 


Referral 

The FOIA requires us not to close a case if there is information in another component of 
our department. For instance, the Drug Enforcement Administration and the Federal 
Bureau of Investigation are both components of the Department of Justice. If DEA 
receives a FOIA request and determines the information is with FBI, they may not close 
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the case and tell the requester to write to FBI (that is redirection). They must send the 
request to the FBI and advise the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the 
purview of another DHS component. When this occurs, we refer the FOIA request in 
FEPS to the correct component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U.S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Select “RF” in the final action drop down menu. FIPS will automatically create two 
documents: A final action letter to the requester and a referral memorandum to the 
receiving component. It is important that the requester be told to which DHS component 
their request has been referred. It is DHS and USCIS policy that under no circumstances 
should a final action letter to a requester state that their FOIA request has been forwarded 
“to another government agency” or some other vague reference. If the FOIA request in 
question should have gone to another DHS component initially, then you must identify 
the component the request is referred to in the final action letter. You may have to edit 
the letter to add the required information. 


Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it 
and write a “redirect letter.”(Final Action Options: RD) An example of a request to 
close and redirect is a petition that we discover has been forwarded to the National Visa 
Center for issuance of an immigrant visa. The redirect letter advises the requester to 
contact the different agency for the information they are seeking. If you open a request 
and find out the information is outside DHS, go to Acknowledgment Letter, select Final 
Action Options, select RD-Redirect, and prepare the letter. Send the case to Unit Chief 
and send an e-mail to your supervisor with the case information. The supervisor will 
review and close the case. 


Entry/Exit Information referral to CBP 
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The following applies when referring cases to CBP: CBP handles FOIA requests for 
entry and exit information dating back to 1982, inspection, Port of Entry (POE), requests 
for information relating to air and/or marine incidents, or the U S. Border Patrol 
Academy, legacy Customs or legacy Inspections. Key words that you could see on a 
request relating to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be 
referred to CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry/exit information and the requester/subject provided an 
alien number, staff for the file. If the request is for entry/exit information and the 
requester/subject did not provide an alien number, you must thoroughly search CIS and 
CLAIMS to be sure the person does not have an alien number or application. CBP has 
records on entry and exit information dating back to 1982, but no further back. You may 
modify the referral letter; any information you can provide as to what the requester is 
asking for will be helpful to CBP. 


Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This 
includes Border Patrol records relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number 
through a search of the systems, please staff for the A-file. 


Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any 
personnel matter generally, please create the case as you normally would by filling in the 
blanks and controlling the case. After that, change the Category to PER. Do not create a 
staffing and do not send any correspondence to the requester. Case note that this appears 
to be a personnel-type FOIA request. Send an e-mail to NRC. FOIASIG and cc your 
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supervisor saying you have sent the case to Unit Chief. After that, send the case to Unit 
Chief. 


US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border 
Security Program that records biographic, biometric and travel information for all foreign 
visitors to the United States. The system screens all crewmembers and passengers that 
travel to the United States by air, sea or land. United States Citizens are not in the 
system. 


If the requester is asking for both a copy of the alien file and for entry and exit 
information, you will staff for the file. See Entry /Exit CBP information above. 

PII REQUIREMENTS TO STAFF FOR AN A FILE 

Before creating any letter or staff for an A file, please verify, at a minimum, these four 
elements of Personally Identifiable Information: 

1 . A-number or Receipt Number 

2. One parent name 

3. Date of birth 

4. Country of birth 

Next, check the CIS 9101 (ID # Search/Display) screen to match the provided 
information. If all elements match, please staff for the A file. There is no need to request 
any additional information. 

Sending for additional documentation: 

If the requester did not provide any of the four elements listed above, request the 
additional PII with your Acknowledgement Letter. The procedure for creating an 
acknowledgment letter requesting additional information is in the section of this 
handbook entitled “ACKNOWLEDGMENT LETTERS.” After you create the letter 
requesting additional documentation, do not staff for a file. Click on In Basket and Pend 
for Requester Documentation. After we receive a response from the requester, a person 
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working in Records Locator will staff for the file. The processor will use the requested 
information to verify the release of the correct records. 

Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above 
PII, please do not request this information as part of the Acknowledgement Letter. 

If the PII given does not match CIS and you have not been able to find a record after 
researching the CIS 9102 (“Sounds Like”) or 9106 (“Sounds Like” Name, with DOB); 
and 9103 (Exact Name) screens; please scan the screen prints in as CSDs, draft the NR 
letter and forward to Unit Chief. 

Closing a case as No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS and 
CLAIMS. Consult the sections of this manual entitled “Central Index System” and 
“Computer Linked Application Information Management System” for more information 
regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 

9106 Sounds-Like Name with DOB 

Determining to staff based on best information available: 

If you determine that the requester has provided all the PII possible after performing the 
CIS 9102 or 9106 and 9103 screen searches shown above, and there is only one person in 
the CIS 9101 screen with the same information, please staff for the fde. However, 
prepare a case note explaining why you staffed for the file. 

Social Security Number 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that 
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number on the FIPS worksheet. We will not request the Social Security number when 
requesting additional documentation. 
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STAFFING FOR THE RESPONSIVE RECORDS 


After the acknowledgement letter is created, if all required information is present, the 
next step is to staff for the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to 
read the request. Typically, the requester will ask for a complete copy of an alien file and 
they will provide an alien number. If this is the situation, you must verify in CIS that this 
alien number belongs to the subject and that the File Control Office (FCO) is an office 
the NRC processes. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet 
page to use for staffing. 

If the requester is only seeking specific documents, please make a case note in FIPS 
detailing what those documents are. You will also be mentioning those specific 
documents in your acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they 
are the FCO for that file. In these instances, the creator will list on the staffing sheet the 
exact documents being requested. The Service Center will then locate these documents 
within the file and scan only the requested documents. Please see the staffing guide for 
more instructions on staffing for these types of Service Center files. 

If the requester did not provide an alien number or receipt number but did provide 
enough information to conduct a thorough search, you should search CIS and CLAIMS 
and try to determine the subject’s alien number or receipt number. If the requester did 
not provide enough information to conduct a thorough search, then you will have to ask 
the requester for more information. 

We do not staff for “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final 
step to case creation is to pend the case for the responsive records. 

Please mark all cases created using the FOIA Special Interest Group staffing sheet with 
the category “SIG.” This will allow a member of Special Interest Group to review and 
identify cases for their reporting purposes. 
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If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert 
a case note after you have created the case. The title of the case note should read “File is 
at RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control 
number of the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to 
the current FCO. If you see an RPC code ZW0004; that indicates the file is here at the 
NRC in the safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the staffing 
sheet. Repend the case for 180 days, go to In Basket and Pend the case for responsive 
records. 


STAFFING BY ALIEN NUMBER 

One A-number provided on the request (with example staffing) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, 
ensure you have all the other required elements (DOB, COB, DOE, POE and parents’ 
names) to complete the case create. If any of the required elements are missing, request 
the additional information when sending the Acknowledgment Letter. The section that 
follows is a systematic example of staffing by A-number when the requester has provided 
one. 
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1. Open NFTS 



File Edit View Favorites ; Tools; Help 
J -. 7 % x : Search '■ v ' Favorites 

f-v; I# https://nte.uscis.dhs.gov/nfts/ 


To comply with password security standards, 
NFTS passwords are now case sensitive. If 
your password was created or reset by PICS, 
please enter your password in UPPERCASE to 
login. 




' ;Usertp;:: ji 

Password: j 

::i Login : :j:|c'hange Password Clear ji; 


Please enter your uses id and password, 
then press the Login button. 




Local intrane 

t 


Done 
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2. Submit your location 
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3. Select “Inquiry” 
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4. Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you 
are asking for the correct file. 
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5. The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible 
Party Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you 
see the four boxes above the “Exit” button? Those are “Rider,” “Consolidation,” 
“Retire,” and “In Transit.” If any one of those is “grayed out,” it means there is 
no information there. If one is “blued in,” it means there is information and we 
should look at it. 
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6. “Blued in” information 

• If “Retire” had been blued in, it would have been important. We would have used 
that inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have 
staffed to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would 
have checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with 
how we staff for this file. 

7. The FOIA Operations Division Intranet Page 


Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it 
means “Deportation.” Sometimes an RPC prefix can be important and it’s not obvious 
right away. If that’s the situation, we need to look at the FCO List, which also has the 
RPC Reference Guide. 
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8. The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, 
RAC, AS AC, DRO and OPLA are all ICE functions. That’s important for 
staffing. 
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9. The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the 
FCO is SEA that we staff to SEA. It’s not always intuitive. For example, you can see 
that we staff SEA to SEA, but you can also see that if the FCO is LAW we staff to BOS. 


File Edit Goto Favorites Help 
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10. The FOIA/PA Assistant’s Guide 

We should look in the FOIA/PA Assistant’s Guide to see if there is more information 
about staffing to DRO. 
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11. Figuring out a Staffing Scenario 

The Guide confirms what we thought. If we staff to DRO, then we choose the FCO 
where the file is located. We’re going to look for DRO-SEA. Note that the quickest way 
for me to find the information is by searching “DRO.” I could have also gone to the table 
of contents and looked under Staffing Scenarios. 
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12. Generating the staffing sheet 

After we click on “Staffing” we get a “FIPS - Staffing Request” dialog box. Make sure 
the button marked “Customize Letter” is selected. The file is not missing or lost, so we 
won’t check that box. We will scroll down and click the + beside ICE to expand the ICE 
list. 
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13. FIPS - Staffing Request dialog box 

After we expand the ICE list, we have to expand the DRO list: 
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14. Creating the customized staffing letter 

Next, we will scroll down the DRO list and look for DRO-SEA. Once we get there, we 
click on it and it turns blue when it is selected. After that, we click OK. 
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As soon as I clicked OK, FIPS generated a staffing letter for me. 
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Go to the end of the letter and position your blinking cursor below the word 
“Attachments.” Next, we go back to NFTS and copy the location information. 
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15. Putting the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop- 
down dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we 
will paste the information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair 
it. 
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Left-click and highlight everything in the center column, starting at Status/Last 
Action, then press Delete. 
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Next, highlight the whole area and change the font size to 12. 



106 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy 
relating to Sensitive But Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a 
valid need to know without prior approval from the FOIA Officer 

Updated on 9/23/2010 


512 


FOIA/PA ASSISTANT’S GUIDE 


Finally, we exit and save our work. We have successfully staffed for the A-file. The 
next thing we have to do is repend. Every time you do a staffing, you always have to 
repend. The Guide tells you the number of days to repend based on the file location 
or the type of case. FIPS defaults to 10 days. Repending is setting that due date 
further into the future. We repend staffmgs from 30 up to 365 days. 
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16 . Repend 

Double-click under “Documents” where it says “Staffing Response.” A “Re-pending 
Documents” dialog box pops up. We know from the Guide that we repend a file with 
ICE for 180 days. Replace “10” with “180” and click “Re-pend.” This concludes the 
case create staffing example. 
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Two or more A-numbers 

Multiple unconsolidated A-numbers - If the requester has provided more than one A- 
number, you must research CIS for each A-number to determine if they relate to the 
subject. If the subject has multiple A-numbers, you will create one case and do multiple 
staffings. When you are required to staff for two or more unconsolidated A-files, the 
individual staffing sheet must include the words “MULTIPLE STAFFINGS” at the top 
of each sheet. Do not confuse this with the subject of the file having an “A” file and a 
“T” file. The alien numbers must refer to different unconsolidated A-files and relate to 
the subject of the request if you are to mark it “MULTIPLE STAFFINGS.” 

Important note 1: If one of the files you are staffing for is located at RAF ACS/CIS, 
FRC or one of the Service Centers, staff for those alien numbers first. These locations 
produce the file faster than other offices. MSB does not pull the staffing letters for 
follow-up unless “Multiple Staffing” is noted. 

Important note 2: If one of the A-numbers you are staffing for is “digitized,” do not use 
that alien number on the FIPS worksheet. Use one of the subject’s other alien numbers 
on the worksheet. To determine if the file has been digitized, look in CIS at screen 9504. 
The Current FCO will show DIG. 

If the alien has multiple A-numbers and the files are both located at the NRC, please add 
them to the spreadsheet that Records Operations maintains at S: Record Ops\Fi l es 
to Consolidate.xls . You are responsible for entering the alien numbers of the files that 
may possibly need consolidation. Records Operations will review the files and 
consolidate if necessary. If both files are not at NRC, do not add the information to the 
spreadsheet. 

Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) 
A-number on the worksheet in FIPS and will staff for that file. Consolidated A-numbers 
are reflected in CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. 
The A-number listed first is the primary A-number; the other A-numbers listed below the 
primary have been consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” 
spreadsheet. 
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Digitized files 

If you are staffing for an A-file that has been digitized please use the RDF staffing sheet. 
If the file has been digitized, the current FCO does not matter; you would still use the 
RDF staffing sheet. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON . . . .” The screen print below is a 
sample of the NFTS screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on 
a RAF ACS/CIS or the “Retire” data for an FRC staffing. People in MSB will know the 
file is digitized because you have staffed using an RDF staffing sheet. The temptation 
may be to staff RAF AC S/CIS because the file shows available in records at NRC. Do 
not do that. If it shows “DIGITIZED,” then staff to RDF. 


Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number 
in CIS, there is no physical A-file associated with these types of numbers. You will need 
to research CIS and CLAIMS to see if there are any other A-files/receipt files associated 
with this alien. 
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Previously during the Case Create process, if a requester/subject provided a Border 
Crossing Card Number and all of the required PII (except an A-Number), we asked the 
requester/subject to provide additional information (Alien or receipt number, copies of 
documents from the service, etc. . .). We used this information to determine if the subject 
had an A-File. We would find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the 
required PII (except an A-Number). Since Border Crossing Cards are strictly electronic 
records (no actual file), we will have the Border Crossing Card screen prints scanned into 
a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 
9101-history (F8), 9222 and 9223. Open a RAF ACS staffing slot but do not generate a 
letter. Prepare the screen prints for scanning into this slot as responsive records. Pend 
the case for responsive records. Please attach a “Scan As” sheet and mark it as 
“responsive records” with the screen prints to be scanned. The case will be sent to the 
processor after screen prints are scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 
Numbers; they are general alien numbers and have corresponding A-files. 


EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is 
an EAD (Employment Authorization Document) card number. There is no physical A- 
file associated with EAD numbers, even though they can be researched in CIS. You will 
have to research CLAIMS to locate the receipt number that corresponds with the EAD 
number, and then staff for that receipt number. Please refer to the section titled String 
Scenarios - Receipt Files for additional information. 

New alien numbers 1300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used 
as general A-file numbers. 
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Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit 
number. Receipt numbers are assigned to applications and petitions filed with the 
Service, such as Form 1-765, Employment Authorization applications and Form 1-130, 
Petition for Alien Relative. If the requester provides a receipt number on their request, 
log into CLAIMS and verify the information. 

If the requester provides only a receipt number and it is for a Service Center we work, 
then we need to staff for the receipt file. Change the subject information on the FIPS 
worksheet from alien name to subject and description. Make the first part of the 
description the receipt file number. Use the complete receipt number with no spaces. Do 
not write the name as “Last Name, First Name.” 

(Example of the correct way: EAC0812345678 for Juan Cardozo Sanchez.) 

(An example of how NOT to do it: EAC-08-123-45678 for Cardozo Sanchez, Juan). 

If there is an alien number while you are in the “Name” mode, delete that alien number 
before you go to “Subject” mode. You will know you failed to delete the alien number if 
you staff for the receipt file and there is an alien number on the staffing sheet. In such a 
case, go to the FIPS worksheet, change it back to “Name” mode, delete the alien number, 
change it back to “Subject” mode, click U, then delete the alien numbers) from the 
staffing sheet and save. 

Do not staff for receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, 
use the NON-FOIA MSC/NBC staffing sheet. Do not staff for DIG T-files at HBG 
with RPC codes XX or ZG. Refer to the Staffing Sheet Guide for the most current 
information. 


Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location 
of retired files. The accession data is now 27 digits long. NFTS will not accept the 
accession data because of the length. Instead, you will see the word “ARCIS” in the 
location field in NFTS. 
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When the case you are creating shows the file is located at FRC and you see the word 
“ARCIS” in the location field in NFTS, use the FRC staffing sheet and paste the retired 
screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, 
continue to staff using the FRC staffing sheet and paste the retired screen print. 


STAFFING SCENARIOS 

Files Lost or Not Found LESS THAN NINE MONTHS 


When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last 
Action section of the General Inquiry screen. 
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A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the 
section titled “FILE LOCATED IND:” 

If the “Last Action” is more than nine months ago, move to the next section of 
this guide, Files lost or not found MORE THAN NINE MONTHS. 
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When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: staffing sheet (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, 
staff for the file per the FCO in NFTS. 

Under “Generate Staffing Sheet” mark the box “File Missing/Lost”. 
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Staff request to: 


Asylum Offices 
BUF 
CIS 

FOIA Offices 
HBG 
ICE 

ICE -Miscellaneous 

HSg 

Non-FQIA Office 
RAFACS 
RAFACS/CIS 
RECORDS ALIEN FILE 
RECORDS INDEXING 

REQUEST FOR FILE FROM A FOREIGN FCO 
Service Centers 


Generate Staffing Sheets 
F No Staffing Letter 
Customize Letter 

v File; Missing/Lost; : : 


n 


Mark the File 
Missine/Lost box! 


LrM. Fife at FCO: 


OK : 


Generate the acknowledgement letter. Add the paragraph to inform the requester 
that the file is lost. There is a template for this language on the Common drive 
under O:\Foia\FOIA LIBRARY\Case Create Refer ences\Case Create Template 
Letters \Interim Response-Lost Record. 


When the case create process is complete and the creator is ready to exit the case, 
click the “In Basket” button and then select the option titled “Pend Case for 
Circular Search”. 
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Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for 
petitions destroyed in accordance with federal paperwork retention guidelines.) 

1 . If the A-file is lost but other records exist (such as receipt files we would 
normally staff for or other a-files), please go to step 9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
RNACS, 

c. and there are no additional files, then: records locator should put 
in the following case note: A-fde has been lost for more than 9 
months and no other records exist. Closing as UT. Detail all 
systems searched as part of this case note. 

2. Complete the attached Lost File Worksheet (and send it for scanning as CSD 
with any screen prints you do.) 

3. If the file was not staffed to OPLA, please move to step four now. Otherwise, 
if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” 
create a case note with the subject “Unit Chief’ listing the date the file was 
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staffed, the date the request was cancelled, and the date the file status was 
changed to lost. Send the case to Unit Chief. You’re done. 

4. If there is no CIS screen containing “EARM-X” “DACS-X” or “NAIL-X, 
please move to the next step now. Otherwise, if there is any CIS screen 
containing “EARM-X” “DACS-X” or “NAIL-X,” notify your supervisor by e- 
mail, referencing the case number, but do not make a case note stating that. Go 
to the next step. 

5. Go to Final Action and update the status to UT. In the final action letter, after 
the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including 
screen prints of the electronic record.” Go to the next step. 

6. In the UT final action letter, attach the screen prints to the letter electronically 
(cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to approver. You’re done, unless the case is later 
returned to you for further research. 

7. The approver will review the UT letter with the inserted screen prints. If he or 
she is satisfied that a thorough search was conducted, the approver will forward 
the case to FOIA Approver. If the approver is not satisfied with the search 
results, he or she will return it to you for further research. 

8. The FOIA Approver will review the research and either close the case or return 
it for further action. If the case is approved, the FOIA Approver will close the 
case. 

9. If the A-file is lost but other records exist (such as receipt files we would 
normally staff for or other a-files) Staff for the additional records. Put in a case 
note that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed 
for the following additional files: XXXXXXX, XXXXXXX, 
XXXXXXX. Once they are received, please review. Please also 
verify that the original a-file is still lost. If the original a-file has 
been consolidated in fact but not in the systems, please process and 
send your case to approver. Also send an e-mail to the MSB for 
resolution. Include both a-numbers. If no documents exist from the 
original a-file, please process what is available. Advise the 
requester that the original a-file is lost. Your case will close as a PD 
even if no redactions are made. Thank you. 

10. Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 

A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number 

b. Any T-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so 
now. 

c. Consolidated with? 

d. Does the the EOIR screen show an upcoming hearing date 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes _ No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check RNACS for any indication that file is with the naturalization unit. 


NOTES: 
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Staffing Scenarios FAQ’s 

Q: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, 
there is no screen print attached at all. See the Staffing Sheet Guide for current 
information. 

Q: Which staffing sheet do I use? 

A: Each office has its own staffing sheet in FIPS. The Staffing Sheet Guide 
details which sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we staff for each alien file on a separate staffing sheet and 
write MULTIPLE STAFFINGS at the top of each sheet. 


Records Indexing / Manual Requests 

In some instances, the A-number of the subject will not be found in CIS or 
CLAIMS. This is especially true of individuals who had no business with the 
Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 
1975 or earlier. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. It is important that you 
provide as much information as possible on the Records Indexing staffing sheet. 
The name of the subject, year of birth and country of birth are required 
information. 

Sometimes the requester/subject will provide an A-number and the file cannot be 
located in NFTS or CIS. Ensure requesters provide the minimum information to 
allow a positive identification (i.e., full name, aliases, an alien number, date and 
country of birth). If the requested records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 
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■ Naturalization dates 

which are after 1975, do not request a manual search, because records will not be 
located; check CIS and/or CLAIMS for a record. If you find no record, please 
refer to the section on NO RECORDS . 

TO RECAP: If the subject has had no business with the service since 1975 or 
earlier, they may or may not have a CIS record. If they do not, then staff to 
records indexing. If the subject has had business from 1976 forward, do not staff 
to records indexing. 


A-number in CIS but not in NFTS 

If there is an A-number in CIS but no information in NFTS, create a staffing sheet 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen 
of the CIS record rather than the NFTS information. Otherwise, the procedure is 
the same. 


ICE files 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA staffing sheets are for files that are located in the following office sections. 
Choose the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronvm 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO staffing sheets are for files that are located in the following office sections. 
Choose the FCO where the file is located, such as DRO-DEN. 
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Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC staffing sheets are for files that are located in the following office sections. 
Choose the FCO where the file is located, such as SAC-ATL. Please note the 
section that follows concerning SAC locations. 


Office Section 

Acronym 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Agent in Charge 

ASAC 


SAC locations 

Occasionally, you will see a staffing for a SAC (Special Agent in Charge) case, 
and not be able to find the File Control Office under SAC in your FIPS staffing 
list (ex. POO/Portland, Oregon). How do you staff correctly for the file? Would 
you use the “ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please 
check under RAC (Resident Alien in Charge) and ASAC, in consecutive order to 
find the staffing location. Since you cannot find Portland under SAC, you would 
next check RAC, and then ASAC (Portland is found under ASAC). Finally, if 
you cannot find the location after searching SAC, RAC and ASAC, please staff 
under ICE General. 
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LESC (LSC) records 

On all of these staffing sheets, you must attach the NFTS screen print to page two. 


T-files 


Q. What if the subject has an A-file at one office and a T-file at a different office 
(for example, an A-file in Chicago and a T-file in Milwaukee)? 

A: In this case, we will staff for both files, EXCEPT, do not staff for T-files at 
HBG with RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Staff for the A-file only, but include the T-file portion on the staffing sheet. 
The T-file will get combined with the A-file when it arrives at the facility for 
scanning NEVER CROP THE T-FILE INFORMATION FROM THE 
NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, or 
WSC for scanning. Those offices scan directly into FIPS for us. Therefore if the 
A-file is at one of the above service centers and there is a T-file anywhere else, 
including at the NRC, you will have to staff for the T-file. MSC is the only 
service center that sends the A-file to the NRC for scanning. Another example of 
when we staff for an in-house T-file is when the responsive records are scanned in 
simultaneously with the request. 


Receipt files 


1 . Do not staff for receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For 
example, LOSJ9163201 1 1 1, DALC922740405 or SPM9606900035, etc., are not 
receipt files to be requested. 

2. If the requester does not specifically ask for a receipt file and provides an alien 
number, staff for the alien file only. 
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3. If the requester does not provide any receipt number or alien number, then you 
must research CIS and CLAIMS. 

Be cautious about staffing for receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will staff for the EAD card. 

If they provide a receipt number, you must research CLAIMS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please staff for the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Open a RAFACS staffing slot only (no 
staffing sheet is necessary). Attach a “Scan As” cover sheet to the screen prints, 
mark the box “Responsive Records” and take to the OA room. The documents 
will be scanned as responsive records. Pend the case for 30 days. 

4. If there is no information about the receipt file in NFTS, regardless of the 
prefix of the receipt number, you should staff to the owner of the receipt file and 
paste in the CLAIMS screen. This information can be located on the CLAIMS 
inquiry screen upper right hand corner. The CLAIMS screen will show “owned 
by.” ‘ 


Archived receipts 

If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to staff for the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS, there may be evidence that the 
receipt file has been consolidated into an A-file or there may be 
evidence that the receipt file has been forwarded to the NVC in 
which case you would redirect the request to NVC. Sometimes, 
you can discover that an archived receipt has been forwarded to 
NVC through PCQS. 
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2. On the USCIS website enter the receipt number in the “Check 
Case Status.” Checking the receipt number on the website may 
provide evidence that the receipt file has been forwarded to the 
NVC in which case you would redirect the request to NVC. 

3. Call the NVC help line at 603-334-0700 and enter the receipt 
number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the 
request to NVC. 

If there is no evidence that the archived receipt file has been forwarded to NVC 
we will staff for the archived receipt file using RAF ACS staffing sheet. Insert a 
note on the staffing sheet “Archived Report,” “Give to the Supervisor.” The 
Supervisor will request the archived report. When the screen prints are received 
they will be scanned in as Responsive Records. 

Reading the request is very important; if the requester is seeking information 
relating to what appears to be a receipt number and it begins with “CDJ” or one of 
the other prefixes found in the section National Visa Center Valid Consulate 
Prefix Codes , call the NVC help line at 603-334-0700 and enter the receipt 
number. If there is evidence that the NVC has the receipt file, redirect the request 
to NVC. 

To redirect a request to NVC do the following: Click final action and choose the 
code “RD” to “other”. Replace the content of the letter that appears with the 
template letter, located on the common drive, 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Lette 
rs \NVC_Letter . Send the case to Unit Chief and send an e-mail to your 
supervisors with the case information. The supervisor will review and close the 
case. 


Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) 
has been scanned and a screen print from CLAIMS is shown on the staffing 
response with any of the following verbiage; “FILE CANNOT LOCATE”, “FILE 
DESTROYED”, or “LOST RECEIPT FILE”, the case creator will need to follow 
the steps outlined below. 


124 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy 
relating to Sensitive But Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a 
valid need to know without prior approval from the FOIA Officer 

Updated on 9/23/2010 


530 



FOIA/PA ASSISTANT’S GUIDE 


Open a RAF ACS (not RAF. ACS/CIS) staffing slot only. Click on “No Staffing 
Letter.” Print the appropriate CLAIMS screen prints (should be a minimum of 3 
pages if the receipt file is for an 1-130). Attach a “Scan As” cover sheet to the 
screen prints, mark the box “Responsive Records” and take to the OA room. The 
documents will be scanned as responsive records. Pend the case for 30 days. 
Make a note to change the staffing sheet option back to “Customize Letter” when 
you do the next staffing. 


If 


j Generate Staffing Sheet 
No Staffing Letter 
r Customize Letter 

r File Missing/Lost 



Sf 


OK 


Cancel 


Staff request to: 


FOIA Significant Interest 

FRAUD DETECTION AND NATIONAL SECURITY 

FRC 

HBG 

HEL NON A-FILE MATERIAL 
ICE 

Lost File at FCO: 

Nun FOIA Offices 


^RAFACS 


RECORDS ALIEN FILE 
RECORDS INDEXING 
RECORDS NATURALIZATION FILE 
REQUEST FOR FILE FROM A FOREIGN FCO 
•+:••• Service Centers 


Important note - if you check the “No Staffing Letter” box you will have to 
click the “Customize Letter” box on the next case you create. 


This is only if there is no A-number and you have checked and the receipt file 

is not at the NVC. This is what the response will look like: 
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NO RECORDS 


File Edit Session Transfer Program Options Window Help 


fW 

as 


fill /HD 

a® m 


f£ 


El MS E A 
COMMAND: 


I MMI CRAT1 ON AND NATURAL! Z ATI ON SERVI EE 
CENTRAL I NDEX. SYSTEM - SEARCH MENU 


- IsHxi 


04/09/08 
09: 07: QT: 


A# OOOOOOEOO NAME: 


(01! ID f: 


DOR: 0000081! 


( A/AA/AB/E/DA/DL/FB/FP/I /PP/SS/T'D) OTHER MENU SELECT I OF 


(92! SOUNDS- LIKE NAME 

(03! EXACT NAME 

( 041 AKA (ALIAS! NAME 

(05! LAPS EXACT NAME 

(06! SOUNDS- LI KE NAME II TH DOB 


(11! MANUAL SEARCH REQUEST (MR! 

(12) MANUAL SEARCH RESPONSE ( SR! 

(15! ON-LINE A- NUMBER REPORT REQUEST 


(92! DATA DISPLAY MENU 
( 93! ADD TRANSACTI DNS MENU 
( 94| RECORD MAI NT E NANCE MENU 
(95! FILE TRANSFER SUBSYSTEM 


<-- SElECI TRANSACTION NUMBER. PRESS ENTER. FORI D # SEARCH, KEY THE 

PREFIX AND THE I D f (EC, A1 23456789) . 


CLEAR EXIT PE 5 HELP P F S CIS 


HUM OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary/applicant (3) AND as petitioner 
(6)- 
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Ejg Fie E-Jit Session Transfer Program I; Options Window Help 


□|X 

six 




FSXMI MNj 

CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 

04/Q9/2008 
09: TO 
NRC 273 B A 

1 . 

RECEIPT NO, : | 




(SELECTIONS 8EL0W FOR APPLICATIONS AND PETITIONS 

ONLY! 

2. 

USER I D: 

DATE; 

I MMDDCCYYj 

3. 

8ENEFI Cl ARY/ APPLICANT 

NAME S LAST! : ( FIRST!: 

•BIRTH DATE: j MMDDCCYYj 


4. 

A NUMBER: A 



5. 

REFERENCE NO.: 



6. 

PETITIONER 
NAME (LAST!: 

1 FIRST!: 


?B ?n 

CANCEL MAIN MENU 
3270 

p ra pno pfu 

LOGOFF REMOTE ACT UPD BY CODE ACT 

PFU 

UPD BY RCPT 

HUM cm 


When conducting “no record” research, do the query and provide screen prints of all 
searches to the Team Supervisor. Attach a “Scan As” cover sheet and include the NRC 
Control Number. You must create a detailed case note indicating the systems you 
searched and the results of those searches. Send the case to Unit Chief until the screen 
prints are reviewed. When your supervisor concurs with the NR search, he or she will 
close the case and have the screen prints scanned in as CSD’s. This should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names. 

GENEALOGY IS EXEMPT FROM THIS PROCESS. 
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REASSIGN 

This function is used to move a case that was scanned in the NRC queue to another queue 
for processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

Create the case, run Doc Mgr and get the NRC control number. Generate the 
acknowledgement letter. After the acknowledgement letter is created click on In-Basket, 
the following screen will pop up: 



Click on the “Reassign to Another Office” and use the drop down box to select the office 
where you want the case to go. The office options are CNT, COW, and HQS. The case 
will be staffed when it is re-assigned to the other queue. 
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DP (duplicate) CASES 

Duplicate cases, or, as they are coded in FIPS, DP cases, are cases where either the 
request was submitted multiple times to the Service, was inadvertently scanned into FIPS 
multiple times or are cases that were previously processed by another office. 

Sometimes a requester will take what is known as the “shotgun” approach. They will 
submit the same FOIA request to multiple offices, hoping to get an answer quicker. The 
receiving offices will then in turn, transfer these requests to the office that actually has 
the requested documents. These are duplicate cases when an office has already processed 
this request with a final action code of either PD or Gl, or has it ready to be processed. 
This can be determined by viewing the completed case using the “View” feature in Doc 
Mgr. 



By highlighting the case you wish to review and then clicking the button titled “View”, 
FIPS will open the case for review. You will need to review the request to ensure that: 


• If there has been a case that was closed Gl or PD within six months from 
same requester - this does not include cases that were closed with any other 
final action code. 

• The date of the request is either the same as your request or within a few days 
and: 

1 . The requester is the same, and 
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2. The information being requested is the same in both requests. 

Once these items have been verified and you determine the case is a duplicate of another 
case, write down the case number and convert the “REQ” to “CSD” and attach the 
documents to the original case. See CHANGING AN REQ TO ( SI) for instructions. 

If you are not sure your case meets the duplicate requirements, put a case note in the case 
and send the case to Unit Chief. Send your supervisor an e-mail with the case 
information for their review. 

ER (created in error) CASE CLOSINGS 

Use the “ER” option to close cases in FIPS when the following situations arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

Click final action, choose the code “ER” and click okay. FIPS will not create a letter. 
Prepare a detailed case note. Send the case to Admin and send an e-mail to your 
supervisor with the case information. The supervisor will review and close the case. 


FC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of either consent or PII, please refer to 

Q : \Foia\F01A LIBRARY\Case Create R eferences \ C ase C reate Template L et te rs \F ai l 
ure to Comply Letter and select the applicable paragraph for your final action letter. 
Please enter the date of the last correspondence to the requester/subject. 


MARKING A DOCUMENT “DO NOT SEND” 
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From time to time, there will be an instance when we should not mail a system-generated 
letter. Examples include instances where a status letter is created in error, or a referral 
memo is erroneously created. To ensure that the letter or memorandum is not 
inadvertently mailed, please take the following steps: 

1. Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a case note which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters 
created in error. 
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REPEND 


Repend cases staffed to the following offices for 30 Days : 

• NRC 

• FRC 

• MSC 

• Files that are in-transit to NRC 
Repend all SIG cases for 30 Days. 

Note: if you are repending a case from Records Locator, also please send an 
email to the SIG mailbox (NRC, FOIASIG). 

Repend cases staffed to the following offices for 45 Days : 

• Lost Files - CHECK THE CIRCULAR SEARCH BUTTON 
Repend cases staffed to the following office for 120 Days : 

• ICE Files 

Repend cases staffed to the following office for 365 Days : 

• All others 


133 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy 
relating to Sensitive But Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a 
valid need to know without prior approval from the FOIA Officer 

Updated on 9/23/2010 


539 



FOIA/PA ASSISTANT’S GUIDE 


ACKNOWLEDGEMENT LETTERS 

Acknowledgement letters are prepared in all cases except for bond obligors, routine use 
and Red Cross last known address requests. FIPS will create a standard 
acknowledgement letter when you select the “Ack Letter” button from the toolbar on the 
FIPS worksheet. 



Case Information 

NRC20040623S1 


Original Case WSC?00400fi6?B 


Copy Docs 


& j 


Assigned To 

NR C$080 A 

Request 




Type 

F:FOIA Request 

, : Bureau 

■::j : | ■: 

Source 

S:Self 

Transferred Case From 

jWSC:California Servi 

Category |ai_F A lien File 

▼ | Referred Case From 



r Print to CD 
: Fee Waiver Requested 
f Fee Waiver Gr anted 


Track 1 r Tiack2 
f Expedited Treatment Requested 
r Expedited Treatment Granted 


U 


r PA Cited 
f Extension Granted 


After selecting the “Ack Letter” button, a second pop-up window will appear that allows 
you to make even more selections, if necessary. Do not select any option except Other 
Documentation. 

Whether one item is needed or multiple items are needed, (alien number, port of entry, 
date of birth, date of entry, death certificate, consent etc.) select the “Other 
Documentation” button on the screen. FIPS will generate the acknowledgement letter 
and insert a paragraph. Modify the paragraph by deleting “Other Documentation” and 
replacing it with “See attached sheet.” Check all the boxes on the Requester 
Documentation Attachment that apply but please do not request information that the 
requester has already provided. DO NOT MODIFY THE ATTACFIMENT except to 
check or un-check boxes or to type information into the “other” box. Add the current 
date and NRC control number to the attachment. 
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The template for this attachment is on the common drive under 
0: FoiaFOlAJJBRA R Y\Case_Create_References\Case Create JAempkileJ liters 
R eq u ester D ocs A ttachme n t or you can use the acknowledgement letters for Track 1, 
Track 2 or Track 3 that have the Requester Docs attachment. The template for these 
letters is on the common drive under 

O:\Foia\FOIAL I BRARY\CaseCreal e R ef er ence s\Case JCreate ^Te mplate Letters. 

If you need no additional information to staff for the file, staff the case for the responsive 
records and Pend Case for Responsive Records. 


If you had to request additional information, exit to the in-basket and pend the case for 
requester documentation. Do not staff for the responsive records. 




Where do you want to send this case? 


r Records Locator 
r Processor 

Unit Chief 


Pend Case for Requester Documentation 
> Retain this case in my In Basket 


Ok 


Cancel 


Close your acknowledgment letter before you pend your case for responsive records or 
requester documentation. Completing this step will save you time and trouble. 


CASE NOTES 


Case notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a case note for 
later reference. FIPS also automatically generates case notes in various situations, such 
as duplicate, multiples and when responsive records are copied from one case to another. 
Because case notes become a permanent part of the case in FIPS, case notes should never 
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be used to record personal feelings or to debate, question, or even to seek clarification. A 
FOIA/PA Assistant should discuss issues needing clarification via e-mail, a telephone 
call or a personal visit to his or her supervisor. 

Note: When you generate a case note add your first name initial and last name at the end 
of the note. (Example: B. Happy). 


ADMIN NOTES 


Admin notes are a permanent part of the case in FIPS. They are no longer deleted when 
the case is closed. Admin notes may be used for dialog among creator, records locator, 
processor, or approver, but should never be used to record personal feelings or to debate, 
question, or even to seek clarification. A FOIA/PA Assistant should discuss issues 
needing clarification via e-mail, a telephone call or a personal visit to his or her 
supervisor. 


CHANGING A REO TO A CSD 


Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you 
encounter these types of documents in FIPS as REQ’s, please attempt to locate the case to 
which the documents belong. After you locate the case in FIPS, make a note of the 
control number. Next, go back to the worksheet in FIPS and select the “To CSD” button 
on the worksheet to change the REQ number to a CSD number. 




XvXvFXv 


Doc Mgr 
Case Information 

illillili!!! 


Scanned 2/23-2005 


To CSD 


] 2nd Case 


I In Basket ! 


Exit 


Uide Image j 


Final Reply Due 04A31/200S 
Assigned To NRCS080A 
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Doc Mgr: 


To REQ | ^=:c:-p I Fx&v : 2 nd Case! 


Exit : j 


Case Information 

HRCC 6054358581 CSD 


Hide Image 


Scanned 2 / 23/2005 

rnmllmlmlm 


Assigned To NRC 8 G 8 QA 


Once you have changed a REQ number to a CSD number, all the documents scanned in 
will be attached to the existing request. Exception: If responsive records were scanned 
in with the REQ number, please do NOT convert to a CSD number. The responsive 
records will be lost forever, unless you change the CSD back to an REQ number. 


After you have changed the case to a CSD in FIPS, run Doc Mgr again. It is not 
necessary to fill in the worksheet to run Doc Mgr on a CSD in FIPS. Run Doc Mgr, 
using the control number to which the documents belong as the search criteria or search 
by the alien number. This will trigger the next pop-up window. 


fi '8., :• '4 j i&jiMWi* 


: Conti ul# 



Affect 








: Final Ac... • Caleuarv < 


^AttaGhto: Existing: Case: 

Expedited 
I Treatment 
:_Dgnied 

x >E>^eiiited8 
xF@rarite tLC 


Legation Notice: : : 


Address 

Change 


Request far 


Bernard/ : Requester i 

Nun Compliant : □ucumeutatioii • 


Other 

: Supporting : 
Document 


^iew 
j CanepI 


At that point, highlight the control number, which will activate the “Attach to Existing 
Case” buttons on the bottom of the window. Attach the new request to the existing case 
as an “Other Supporting Document.” FIPS will ask you to verify that you are attaching it 
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to the proper case. FIPS will then attach the new request and supporting documents to 
the existing case. Next, FIPS will send you back to the Case Create role in the surviving 
case. If anything is needed in the existing case, for example, staffing for responsive 
records, please complete the necessary actions. If no further action is necessary, click In- 
Basket and pend the case for responsive records or send it to processor if the records have 
already been scanned in. 
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TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and 
mail (in the black bins marked Troubleshooter) from the OA room and in the basket 
located next to the copier in shared workroom each day and are responsible for sorting 
and working the mail. Individual team members expecting a fax should notify his or her 
supervisor or retrieve the fax. If the case has been created, insert a case note (Scan in fax 
and notify [me] when the fax has been scanned). If the fax needs to be scanned in before 
reviewing, the FOIA/PA Assistants can scan it in and notify you. They may also deliver 
the fax or mail if needed. 


TROUBLESHOOTING WORK TO THE OA ROOM 


When new requests are taken to the OA room, place them in the “New Request” bin on 
the counter. 

When taking requester documentation, CSD’s, responsive records or certifications of 
identity to the OA room, write “Requester Docs” or “CSD” on the first page, along with 
the date and your initials. 

FOIA MAILBOXES: 


FOIA has access to various e-mail mailboxes that serve different purposes. The 
paragraphs below describe these mailboxes and their purposes. E-mails to any of the 
FOIA mailboxes must contain specific instructions. 


THE OA ROOM (NRC, FOIAOA) 

VlflflnnWYYVYYVVVYYyGyYVYVVYY^^ 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new 
case. Include instructions to the case creator, if necessary. 
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• The original Final Action Letter and responsive records were mailed but the 
requester never received them. The OA room will reprint the records to CD or 
paper and re-mail per instructions provided in the e-mail. The instructions must 
include the control number and whether to print CD or paper, as well as how the 
case was closed “G1 or PD.” Include a case note in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving 
a broken CD 

• The requester has either has a changed or new address; therefore, the records need 
to be re-printed and re-mailed to the requester. You need to state in your 
instructions to the OA room that you’ve made the changes to the address in the 
final action letter. Correct the address on the final action letter and the FIPS 
database. State that you’ve changed the address in a case note. 

Don’t forget to add a case note to the original case. 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or records locator that was 
not previously addressed. Personnel handling the MSB mailbox will forward the 
e-mail to the supervisor s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or 

subject of the case, and specific instructions relating to the case. 

FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 

• If responsive records need to be copied from one case to another 

• If records are incorrectly scanned in a case and need to be removed 
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All e-mails to FIPS Problem mailbox must contain specific instructions, including a 
description of the problem and the role of the case; standalone, create, locator or 
processing and the control number or REQ number if you were creating the case. 

FOIA FILE REQUEST (NRC, FOIAFILEREQ) 

^ VvwwwwwwwwGwwwwwwwwwwwwwwwwwwwwwwwwvwW/ 

Send e-mails to FOIA File Request if the following situation occurs: 

• A file is found sitting on a shelf and it has not been scanned in to the case. 
Include the control number and the A-number in these e-mails. 

E-MAIL TO CUSTOMERS 


If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The 
MSB supervisor will generate the e-mail to the requester and transmit. Include all 
information in the e-mail that the MSB supervisor will need in order to be able to send 
the e-mail . Put a case note in FIPS outlining your request to MSB. If you are asking for 
more information from the requester, create a slot in the case in FIPS to ensure that the 
case will close out automatically if no response is received from the requester. 


MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


RETURNED MAIL: 

Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned 
as CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 
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OA’s will note each case with action taken for each piece of returned mail. Notes 
are to be complete and concise. They should include the reason the letter was 
returned, action taken, and the OA’s name. 

Note: Not all letters are acknowledgment letters. The returned 
correspondence could be a status letter or request for additional 
information. Before letters are updated with the correct address, confirm 
the correct letter is being updated. The case note should include the type 
of letter being corrected and resent. 

Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and 
returned address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click 
on the “U” to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA 
Supervisor. 

4. Note the case. Example of Case Note: 

Title of Case Note: Returned Mail - no such number 

Body of Case Note: Address on letter did not match G639. Street 

address should be 1003 Market Street, not 103 
Market Street. Updated FIPS and ack letter and 
resent letter. Name. 

5. Returned acknowledge letters with a requester document needs to be 
repended for additional time. Give the letter to the OA supervisor to 
repend. 

B. If the address on the acknowledge letter matches the address on the G-639, G- 
28 and/or return address on original envelope: 
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1. Note the case. Example of Case Note: 

Title of Case Note: Returned Mail - no forwarding address 

Body of Case Note: Address matches G-63 9. No other address found. 

Did not resend ack letter. Name. 

2. Give acknowledgement letter to OA Supervisor to Close. 

Final Action Letters 

Compare address on final action letter to address on the G-639, G-28 and returned 
address on original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case 
with the reason the letter and responsive records were returned. Case note should 
include “no other address found; did not resend final action letter” and OA’s 
name. Scan envelope and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan 
original letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA 
Supervisor. 

CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD 
mailer and give to the OA Supervisor. Note the case with the following case note. 

Title of Case Note: CD Returned for Additional Postage 

Body of Case Note: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 
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Compare address on final action letter to address on the G-639, G-28 and return 
address on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note 
case with the reason the CD was returned. Case note should include “no other 
address found; did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 

a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put 
the new label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give 

to OA Supervisor. 


DIRECT MAIL: 


This is mail sent directly toNRC from requesters, subjects, attorneys, etc. The content of 
direct mail is varied and usually requires some type of action. Direct mail could consist 
of, but not limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

C/ \ WWWVw\\\VVW^\VwWWV^\\VWVWWWWWV^\VVVWA\\VWWVWVVWWWwVVWWWWW , a/ 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of FOIA/PA Request) 


• A request to change the scope of a FOIA request. The action required to change 
the scope of a request could involve changing the track of the case; depending 
upon the type of information/documents requested. 

• Correspondence about delinquent payments (including checks) 
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• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document 
(CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no 
response. 

Please create a case note describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document 
(such as CSD or REQ DOCS) on the top page and staple the pages together after 
scanning. Case creators may deliver the fax or mail with CSD’s to the OA room for 
scanning. 

Mail or faxes regarding delinquent payments, payments made or checks received is 
pulled prior to distributing to the Team. If any of these types of documents are 
inadvertently left in with the mail, please give them to the Team supervisor. 


Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an 
existing case, asking for expedited processing or processing as Track 3; forward 
the correspondence to the MSB supervisor. A supervisor must review the 
correspondence and make a determination. We must address within 10 days in 
writing our response to the expedited or Track 3 processing request, whether we 
grant or deny. FOIA/PA Assistants assigned to mail will place the mail in the 
Track 3 or Expedited Review bin. 

Insert a case note titled “Expedited Treatment Request” or “Track 3 Request.” In 
the text of the case note type whether it was denied or approved and the sequence 
number of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 
processing, the procedure is essentially the same: forward it to the MSB 
supervisor, who will make the determination. 
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If records locator discovers correspondence relating to expedited processing or 
Track 3 scanned in but has not been addressed by a supervisor; records locator 
should insert a case note and send the case to Admin or Unit Chief. Send an e- 
mail to the supervisor handling the expedited requests and include the control 
number of the case. 


Requester documentation / additional information 

This consists of documents or more information that we have asked the 
requester/subject to provide. When the information is received it is scanned into 
the requester documentation slot. Use the additional information provided to 
continue creating the case. If the requester/subject did not provide the alien 
number, use the information provided to search CIS (9102, 9103 or 9106) and 
CLAIMS to locate any responsive records, or receipt files. If you cannot locate 
any records relating to your person, close the case as NR. Copy screen-prints of 
your searches for scanning in as CSD. (FYI CSD’s can be scanned in after a case 
is closed). 

We do not re-open cases that close as FC because the requester failed to reply 
within the time allotted - unless it is our fault. An example of our fault would be 
they sent back the requester docs and the envelope was postmarked before the 
deadline. It doesn’t matter if they are one day late returning the requested 
information. The Team will send the requester a letter advising them that their 
case has been closed as a FC. If the requester still has an interest in receiving the 
information, he or she will need to submit a new FOIA request. This includes 
cases closed within the same month. We are handling these FC requests the same 
for everyone so nobody is getting unfair treatment. However, if you receive a call 
asking for more time to return the requester docs, and before the case closes, you 
may repend the case for an additional 30 days. A template FC letter is located at: 
O:\Foia\FOIA LIBRARY\Case Create References\Template Letters\FC Letter. 


Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to 
submit a change of address, forward the original letter and enclosures to the 
following address: 

U.S. Department of Homeland Security 
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Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


Status letters 

The public has the ability to check online the status of their FOIA request(s) with 
NRC at (www.uscis .go v). 

From www.uscis.gov, find the link near the bottom of the left column under 
“Other Services” marked “ FOIA Request Status Check .” Click there to navigate 
to the online status check page. 

The on line status check will indicate whether the request is still pending, or 
whether the case has been processed or closed within the last six months. 

If the request is still pending, the online status check will indicate the position of 
the request relative to all pending USCIS requests in the same processing track. It 
also provides the date the request was received. 

If the request was processed or closed within the last six months the requester will 
be given the date the request was closed. The system does not discern how the 
request was closed i.e. DP, Gl, PD etc., however it does address cases closed for 
Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the 
number entered is invalid or the case was processed more than six months ago. 
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The current method of providing a status letter does not give the requester 
accurate information. In order to better serve our customers the Team should 
paste in the online FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or 
fax, please run the control number with the online FOIA Request Status Check. 
You should not provide status to the requester using the “Q” button. Change the 
information on the letter that shows the status of the case, replacing it with the 
results from the online status check before you close and save. Use the latest 
Status Letter from 

O:\Foia\FOIALIBRARYCase_CreateReferences\Case_CreateTemplate_Letle 
rs, since the letter in FIPS may not be the current version. This ensures that the 
requester will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to 
support the status letter. 


Withdrawal of a FOIA/PA request 

A requester cannot withdraw a pending request without sending us written 
documentation. Upon receipt of a written request to withdraw a FOIA, please 
have the request scanned into the case as CSD. Make sure that the WD letter has 
been scanned in before you close the case. Ask your supervisor to send the case 
to you in Records Locator. Add a case note indicating that the request was 
withdrawn per the documents found in CSD. 


Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine 
whether it is a FOIA request, forward the mail to a supervisor. The supervisor 
will forward the documentation to MSB, who will then return the translated mail. 


BLANK TAPES/CD’s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


148 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy 
relating to Sensitive But Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a 
valid need to know without prior approval from the FOIA Officer 

Updated on 9/23/2010 


554 



FOIA/PA ASSISTANT’S GUIDE 


VIDEO REPRODUCTION 


As responsive records are scanned into FIPS; when the scanner encounters any type of 
media, they forward the alien file to MSB when their scanning is complete. The MSB 
staff assigned to audio/video reproduction will copy the media and insert a case note that 
it is complete. Once the case is processed, the processor will send an e-mail to the MSB 
mailbox with the case number and the page(s) number where the media can be located. 
MSB will pull the media and process/make any necessary redactions. The media will be 
mailed to the requester separately. 


CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and 
handled by a supervisor. If you encounter a Congressional Request or an Appeal in 
records locator that was not previously addressed; send an e-mail to NRC, FOIAMSB 
mailbox, include the control number and alien number of the case and specific 
instructions as to what needs to be done. Put the case in Unit Chief. FOIA/PA Assistants 
assigned to mail will place the mail in the MSB or Appeals bin. 


INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the Team 
supervisors if the page count in the letter differs from the amount of pages printed. The 
supervisors will distribute to Team members to correct the page counts. 

1 . Using FIPS Standalone, go into the case that corresponds to the final action 

letter (NRC2010 ). After the case is opened, determine the corrective 

action needed by comparing the responsive records in the case to the printed 
responsive records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

149 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy 
relating to Sensitive But Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a 
valid need to know without prior approval from the FOIA Officer 

Updated on 9/23/2010 


555 



FOIA/PA ASSISTANT’S GUIDE 


4. Take the reprinted final action letter with the responsive records to the OA 
room to be mailed out. 

5. Write the User ID Number of the person who created the final action letter in 
the upper right corner of the incorrect letter, and notate on the letter the 
corrections that you made. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on 
a post-it note and stick the post-it note to the top page to identify these as the 
incorrect letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give 
the incorrect final action letters to a FOIA supervisor daily for distribution and 
review. 


ALIEN’S STATUS VERIFICATION LETTERS: 


The National Records Center no longer issues certified Status Verification Letters to 
aliens. These letters were usually issued to individuals who had lost their Naturalization 
Certificates and needed verification of their status to apply for a passport or old age 
pension benefits in another country. If you get a request for certified Status Verification 
Letters, refer these individuals to USCIS.GOV to make an INFOP ASS appointment. 


INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in 
regard to a FOIA request, do not call the person or forward the e-mail to another NRC 
Division. Forward the e-mail to a Supervisor. 


RECORDS LOCATOR 


Cases assigned to records locator will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 
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• Requester docs have been received 

• Requester writes to request the record on paper 

• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all case notes as well as insert case notes as necessary. Listed 
below are points/actions that you should consider while working cases assigned to 
records locator. 

• Always check cases in FIPS for duplicates searching all offices using the Alien 
number and name of the subject of record. If the subject of the request is a 
petition, it may help to search by the requester to see if that petition has already 
been addressed. 

• Research cases and take needed action(s) on cases. 

• Read and follow directions in any case note found in the case regardless of age or 
who put them in. If there is a question, see your supervisor before proceeding 
with any action on the case. 

• Anytime you create a new staffing, you must cancel the one it replaces. 

• Do not cancel staffing sheets and re-staff just because the request is old and has 
been pending for an extended period. Canceling staffing sheets and re-staffing 
due to age affects the aging reports and makes it impossible to track these pending 
cases properly. Please continue to repend these cases as necessary. 

• If the A file has been scanned in and we are waiting on a T-file, review T-file 
staffmgs in NFTS History. If the T-file has been deleted or combined with an A- 
file or is from a RAF ACS conversion, then cancel that staffing, because the T- 
files no longer exist. Send the case to the processor. 

• A-file has been scanned in, but there is an open pending slot for a T-file: Review 
U T” file history in NFTS. If the “T” file has been consolidated /combined with 
the A-file, check the date it was consolidated. If the “T” file was scanned in with 
the A-file, cancel the pending “T” file slot and send the case to the processor. 
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• If you see it has been through image process box and returned to a shelf then 
further research is required. 

a. Check all offices for duplicate cases in FIPS using the alien number. 

b. Does the subject have more than one alien number per a case note or on their 
request? If so, search those for potential duplicate cases. 

c. If you find a duplicate case, make a case note and advise NRC. 
FIPSPROBLEM mailbox with an e-mail and repend for 30 days. 

• Additional PII needed: Sometimes when a processor retrieves a case, he or she 
will determine that additional PII or consent is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other 
documentation box. Modify the letter and attach the Requester Documentation 
Attachment (located at: O:\FOIA\FOIA Library\Case Create References\Case 
Create Template Letters\Requester Docs Attachment). Check the boxes required 
and pend the case for Requester Documentation. If the processor is asking for 
information that is already present in the scanned documents, put in a case note 
asking for clarification on what the processor is requesting. You may also have to 
point them to the slot where the information is currently contained. 

• If you pull a case in Records Locator and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has 
provided the requested PII and/or consent, staff for the file. 

• The requester/subject may respond negatively to the request for PII. If we 

receive a negative response, attempt to locate an alien file and staff, matching as 
much of the PII as possible. Pend the case for responsive records. 

• If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PH provided, generate 
a FC letter and replace the contents of the letter with the template letter Failure to 
comply letter-PII. The template is located at: O:\FOIA\FOIA Library\Case Create 
References\Case Create Template Letters\Failure to Comply Letter. Send the 
case to approver when you are finished. 

• If the requester/subject does not return proper consent, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply 
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letter-Consent. The template is located at: O:\FOIAYFOIA Library\Case Create 
References\Case Create Template Letters\Failure to Comply Letter. Send the 
case to approver when you are finished. 

• If a request for consent is returned but the requester says he or she is a third 
party requester (they have no relationship to the subject of the record and cannot 
or will not get consent), staff for the file. Create a case note advising the 
processor to process this case as third party without consent. 

Occasionally you will pull a case in Records Locator and there is a case note stating the 
wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

• Did the Case Creator use the wrong alien number when the case was 
originally created or when the records were staffed? If so, please staff for the 
correct file. You must then send an e-mail to FIPS Problem mailbox and ask that 
the wrong records be removed. Clicking the link above will automatically send a 
copy to the FOIA Program mailbox. Please also send a CC of this e-mail to your 
supervisor. 

• Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if 
there are two cases for the requester. If not, you will need to correct the one that 
exists to become a request for the beneficiary’s information. Locate the correct 
records and re-staff 

• Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is 
possible that the scanning contractor has scanned the wrong file into this case. 
Here are the steps to follow if you believe this may have happened: 

1 . Look for a pending case for the records that were scanned into your case. 

2. If you locate a case, check to see if the responsive records have been scanned. 

3. If they have not, you’ll need to have the records moved from your case over to 
the correct case. You will have to have the slots in your case re-set to pending 
by the NRC, FIPS Problem mailbox. Clicking on the link will automatically 
send a copy to the NRC FOIA Program mailbox. 
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4. If the pending case already has records scanned in, review those records. 

i . Are they the correct records for that case? If so, then you will need to 
verify that they are a duplicate of the ones in your case. 

ii. If they are duplicates, then you do not have to do anything with that 
case. 

iii. You will need to have the wrong records removed from the staffing 
response and responsive records slots in your case. Send an e-mail to 
the NRC, FIPS Problem mailbox. Clicking on the link will 
automatically send a copy to the NRC FOIA Program mailbox. 

If you pull a case in Records Locator and there is a case note instructing you to 
create an interim response letter because the individual is incarcerated: 

• The request must be over six months old before we send out the interim letter. 
If your case meets this criterion, create an Interim Interest Letter. 

• If the interim interest letter is returned saying the subject is no longer in 
custody and we do not have another address for the subject, you can close the 
case FC. Do not close out the case FC without the returned mail. 

• If the individual is still incarcerated and still interested in receiving the record, 
send the case to the processing queue. 

If you pull a case in Records Locator and there is a document scanned into the 
Staffing Response and the Responsive Records slot which has been changed to NA, 

look at the document scanned in to the Staffing Response. 

• If the case was staffed for a receipt file that has been sent to NVC (National Visa 
Center), redirect the request to NVC. Replace the content of the letter that 
appears with the template letter on the common drive, O:\FOIA\FOIA 
Library\Case Create References\Case Create Template Letters \NVC letter. Send 
the case to Admin and send an e-mail to your supervisor with the case 
information. The supervisor will review and close the case. 


If the receipt file is marked lost, file destroyed, or file cannot locate, go to Receip t 
files: Lost receipt file. File destroyed or File cannot locate. 


• If the receipt file has been rejected by the service, there are no records to retrieve. 
Close out as No Record, with an explanation of rejected receipt files. 
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REPENDING IN RECORDS LOCATOR 


• Do not create a case note that you repended the case; the system automatically 
creates a case note. 

• If you open a case in Records Locator and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive 
records slot. However, before you repend the responsive records, verify the 
location of the A-file in NFTS and on the 9504 screen in CIS. 

1 . If the file has moved to another FCO, you should cancel the current staffing 
sheet and create a new one to reflect the new FCO. 

2. If that file has moved from the original staffing location and is now in-transit 
to the NRC or has been received at the NRC, repend for 30 days. Do NOT 
cancel the original staffing sheet or re-staff to RAF ACS/CIS. 

3. Do not cancel staffing sheets and re-staff just because the request is old and 
has been pending for an extended period. Canceling staffing sheets and re- 
staffing due to age affects the aging reports and makes it impossible to track 
these pending cases properly. 


• If the file has been received by NRC and NFTS shows scanning, image processing, image 
problem files, streamliners (anything except a shelf location) repend for 30 days. 

• If a SIG case comes up for repending in Records Locator, please repend for 30 
days and notify NRC, FOIASIG of this. Insert the NRC case number on the 
subject line. 

• If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be 
scanned in together when the other arrives, then repend 30 days. If there are two 
separate staffings for files, then e-mail NRC, FOIAFILEREQ to research and to 
have the file scanned in if necessary. 
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CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

• The requester is narrowing the scope of their request from a Track 2 case to a 
Track 1 case. Prepare a status letter and advise the requester that their case is now 
on the simple track. 

• The requester has responded to our acknowledgment letter stating that he or she 
did not mean specific documents only, and this would cause us to move a case 
from Track 1 to Track 2. Prepare a status letter and advise the requester that their 
case is now in the complex track. 

• The requester has a Track 2 case and provides the required documentation to 
change their request to a Track 3. Prepare a status letter and advise the requester 
that their case is now in Track 3. 

When you change the track of a case, ensure you click the “U” button prior to exiting the 
case. 


RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead 
of into the responsive records slot. These cases then appear in the processing queue, but 
cannot be processed. The processor will send a message to the NRC, FIPSPROBLEM 
mailbox for correction and insert a case note explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records 
Locator, put a case note indicating the problem (Responsive Records scanned into 
Staffing Response slot), and send a message to the NRC, FIPSPROBLEM mailbox with 
the following information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 
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- The number of pages scanned in. 

Send the case to Unit Chief/Admin so that the problem can be resolved. 

Click here f o r i n structi o ns if you pull a case in Records Locator that has been staffed for 

a Lost File 


CASES NEEDING ACKNOWLEDGEMENT LETTERS 


Cases received in Records Locator that need acknowledgement letters must be re- 
assigned to a Troubleshooter in the Case Create role. Please contact a supervisor with the 
NRC Control Number and ask that the case be re-assigned to you in the Case Create role. 


RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct 
FCO. *Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing 
instead of an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


FOIA SAFE 


Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator, if you pull a case that has been staffed to the FOIA 
Safe, NEVER cancel the staffing. Repend the case for 180 days and pend it for 
responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 
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IN TRANSIT FILES 


If NFTS shows a file is now in transit to the NRC, repend for 30 days. *Do not cancel 
the staffing and re-staff to NRC. 


MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a 
receipt date is ACD or higher. Any decision to modify a receipt date must take into 
consideration the negative effect such an action will have on the integrity and accuracy of 
the data in FIPS, as well as possible legal consequences. 


MSB DIRECTED PROJECTS 


Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any 
member of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIA Fax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786, 5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www.uscis.gov 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 

MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 
PO Box 648005 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 

DHS, USCIS, NR.C 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 

ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

AT A - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
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BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 

BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Cuidad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

164 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy 
relating to Sensitive But Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a 
valid need to know without prior approval from the FOIA Officer 

Updated on 9/23/2010 


570 



FOIA/PA ASSISTANT’S GUIDE 


DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 

FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS- Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
FIRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 
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KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 

LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR- Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 
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MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 

NPL - Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 
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PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 

SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 
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SYD - Sydney (Australia) 

TAI- Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG - Tegucigalpa (Honduras) 
THT - Tashkent (Uzbekistan) 
TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV - Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 
VNN - Vienna (Austria) 

VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 

YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. On the second letter delete the 
contents and save to ensure the second letter is not sent. 

NR - The case was closed as no record. A search of all databases was conducted for any 
files relating to the subject. No results were found. All screen prints are scanned in as 
CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost 
and it has been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, 
(i.e. Interim Interest Project, consent, subject has fugitive status or request for additional 
information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell 
the requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency 
we referred their request to. 
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APPENDIX E: FORMS 

www.uscis.gov 


Title 


Form Number Filing Fee 


Edition 


Change of Ad AR-1 1 $0.00 


10/6/08. Previous 
edition accepted. 


Alien's Change of Address AR-1 1 SR $0.00 

Card 


10/6/08. Previous 
edition accepted. 


Ge n ea logy I n d ex Search G-1041 

Request 


$20 Payment must be 09/10/08 

submitted with this form to 

request a genealogy index 

search. Payment may be in 

the form of a cashier's check 

or money order. Personal 

checks will not be accepted, 

and they will be returned to 

you. If the form is submitted 

from outside the United 

States, remittance may be 

made with a bank 

international money order or 

foreign draft drawn in U.S. 

dollars and payable through 

a U.S. bank. Make all 

payments in U.S. currency to 

the Department of Homeland 

Security. Do not send cash 

with your form. 


Ggjl-eajoqyJ G-1 041 A You must submit the 09/1 0/08 

appropriate fee with this 
form for a genealogy records 
request. The fee for a copy 
from microfilm is $20 per 
request. The fee for a copy 
of a hard copy file is $35 per 
request. Send payment with 
your request form. Payment 
may be in the form of a 
cashier's check or money 
order. Personal checks will 
not be accepted, and they 
will be returned to you. If the 
form is submitted from 
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Title 

Form Number 

Filing Fee 

Edition 



outside the United States, 
remittance may be made 
with a bank international 
money order or foreign draft 
drawn in U.S. dollars and 
payable through a U.S. 
bank. Make all payments 
payable in U.S. currency to 
the Department of Homeland 
Security. Do not send cash 
with your form. If the file 
number provided does not 
match the immigrant named 
on this form, and there is no 
previous Genealogy Index 
Search case identification 
number provided, we will not 
refund any fee. 


Notice of Entry of Appearance 
as Attorney or Representative 

G-28 

$0.00 

9/26/00. Previous 
editions accepted. 

Bioqraphic Information 

G-325 

$0.00 

7/14/06. Previous 
editions accepted. 

Biographic Information 

G-325A 

$0.00 

7/14/06. Previous 
editions accepted. 

Bioqraphic Information 

G-325B 

$0.00 

11/12/08. Previous 
editions accepted. 

Bioqraphic Information 

G-325C 

$0.00 

7/14/06. Previous 
editions accepted. 

Freedom of Information 
Act/Privacy Act Request 

G-639 

$0.00 

02/04/09. Previous 
editions accepted. 

Verification Request (Non- 
SAVE agencies) 

G-845 

$0.00 

07/25/08. Prior 
versions accepted. 

Document Verification 
Request Supplement 

G-845 Supplement 

$0.00 

07/25/08 
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Title 

Form Number 

Document Verification 
Request (SAVE Aqencies) 

G-845S 

Return of Oriqinal Documents 

G-884 

Application for 
Replacement/Initial 
Nonimmiqrant Arrival- 

1-102 

Petition fora Nonimmigrant 
Worker 

1-129 

Petition for Alien Fiance(e) 

I-129F 

Nonimmiarant Petition Based 
on Blan ket L Petition 

1-1 29S 

Petition for Alien Relative 

1-130 

Application for Travel 
Document 

1-131 


1-134 

Immiqrant Petition for Alien 
Worker 

1-140 

Application for Advance 
Permission to Return to 

1-191 


Filing Fee 

Edition 

$0.00 

07/25/08. Prior 
versions may be 
used. 

$0.00 

11/03/08. Prior 
versions accepted. 

$320 

8/21/08. Previous 
editions accepted. 

$320. 

1/22/09. Previous 
editions accepted. 

$455. There is no fee for 
petitions for K-3 status 
based on an immigrant 
petition filed by the same 
U.S. citizen. 

07/30/07, 11/24/06 
editions can be 
used, no other 
editions accepted. 

$0.00 

01/16/07, 09/16/05 
editions can be 
used, no other 
editions accepted. 

$355 

05/27/08. Previous 
editions accepted. 

$305 

10/30/08. Previous 
editions accepted. 

$0.00 

10/30/2008. Prior 
versions are also 
acceptable. 

$475 

1/12/09. Previous 
editions accepted. 

$545 

07/30/07. Previous 
editions accepted. 
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Title 


Form Number Filing Fee 


Edition 


Unrelinquished Domicile 


Application for Advance 
Permission to Enter as a Non- 
Immigrant 

1-192 

$545 

1/15/09. Previous 
editions not 
accepted. 7/30/07 
edition will be 
accepted through 
2/20/09 only. 

Application for Waiver for 

1-193 

$545 

3/2005 

Ap.pjjcationforPe 
Reapplv for Admission into 
the United States After 
Deportation or Removal 

1-212 

$545 

07/30/07. Previous 
editions accepted. 

Application for Removal 

1-243 

$0.00 

10/6/08. Prior 
edition will be 
accepted. 

Notice of Appeal or Motion 

I-290B 

$585 

02/10/09. Previous 
editions accepted. 

Petition for Amerasian, 
WidowferL or Special 
immigrant 

1-360 

$375 

11/26/08. Previous 
editions accepted. 

Affidavit of Financial Support 
and Intent to Petition for Leqal 
Custodv for Public Law 97- 
359 Amerasian 

1-361 

$0.00 

3/17/06. Previous 
editions accepted. 

Reguest to Enforce Affidavit 

of fjnan^ 

Intent to Petition for Legal 
Custodv for P L. 97-359 
Amerasian 

1-363 

$0.00 

10/6/08. 3/18/08 
version is also 
acceptable 

Permanent Residence or 
Adjust Status 

1-485 

$930 plus a biometrics fee of 
$80; the fee total is $1,010. 
Exceptions listed below. 
There is no fee for 

12/16/08. Previous 
editions accepted. 
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Title Form Number 


Supplement A to Form 1-485 

1-485 Supplement A 

Instructions for 1-485, 
Supplement C, HRIFA 

1-485 Supplement C 

Instructions for 1-485, 
Supplement E 

1-485 Supplement E 

Waiver of Riqhts, Privileqes, 
Exemptions and Immunities 
(Under Section 247(b) of the 
INA) 

1-508 

Waiver of Riahts. Priveleaes. 

I-508F 

Immigrant Petition by Alien 
Entrepreneur 

1-526 

Application To 

Extend/Chanqe Nonimmigrant 

1-539 

Status 


For persons seeking V 
nonimmigrant status while in 
the United States or extension 

1-539, Supplement A 


Filing Fee 

Edition 

applicants who are filing 
Form 1-485 based on having 
been admitted to the United 


States as a refugee. 
Applicants 80 years of age 
or older are not charged a 
biometric fee; the fee total is 
$930. Applicants under 14 
years of age: - Filing with the 
1-485 application of at least 
one parent have a fee total 
of $600 - Not filing with the 1- 
485 application of at least 
one parent have a fee total 
of $930 


$1,000 

12/16/08. Previous 
editions accepted. 

See Form 1-485 

7/7/08. Prior 


revisions may not 
be used. 

$0.00 

10/30/08 

$0.00 

10/6/08. 5/27/05 
edition also 
acceptable. 

$0.00 

10/06/2008. Prior 
versions accepted. 

$1,435 

12/16/08. Previous 
editions accepted. 

$300 

12/31/07. Previous 
editions accepted. 

N/A 

10/28/08. Previous 
editions accepted. 
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Title 

Form Number 

Filing Fee 

Edition 

of V status. 




Interaqency Record of 
Request - A, G or NATO 
Dependent Employment 
Authorization or 
Chanqe/Adiustment to/from A, 
Gor NATO Status 

1-566 

$0.00 

02/28/08. No 
previous edition 
accepted. 

Application for Asylum and 

1-589 

No Fee. 

12/14/06. Previous 
editions accepted. 

Petition to Classify Orphan as 
an Immediate Relative 

1-600 

$670. An $80 fee for 
biometrics is required for 
each person 1 8 years of age 
or older who is living with the 
applicant. No fee is required 
if you are filing based on an 
approved I-600A filed within 
the previous 18 months. 

10/16/08. Previous 
editions accepted. 

Application for Advance 
Processinq of Orphan Petition 

I-600A 

$670 

10/16/08. Previous 
editions accepted. 

Application for Waiver of 
Ground of Inadmissibility 

1-601 

$545 

10/30/08. Previous 
editions accepted. 

Application By Refuqee For 
Waiver of Grounds of 
Excludability 

1-602 

$0.00 

01/15/09. Previous 
editions accepted. 

Application for Waiver of the 

Requirement (under Section 
212(gjofthelm^ 
Nationality Act, as Amended) 

1-612 

$545 

07/08/08. Previous 
editions accepted. 

Health and Human Services 
Statistical Data for 
Refuqee/Asvlee Adiustinq 
Status 

1-643 

$0.00 

10/16/08. Previous 
editions accepted. 
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Title 


Form Number Filing Fee 


Edition 


Application for Status as a 1-687 $710 

Temporary Resident Under 
Section 245A of the 

Act 


02/09/09 Prior 
Version Accepted: 
No - Prior versions 
will be accepted 
until March 13, 
2009. 


Application for Waiver of 

Grounds L of JnAdMSsJMtY 
Under Sections 245A or 21 0 


Natjonality.Act 


1-690 


$185 


07/30/07. Previous 
editions accepted. 


Report of Medical 1-693 $0.00 

Examination and Vaccination 

Record 


06/05/08. Previous 
editions will be 
accepted only for 
medical exams 
conducted before 
August 1, 2008. 
Medical exams 
conducted on or 
after August 1, 

2008, require use of 
the 06/05/08 edition 
(link at bottom of 
page). 


Notice of Appeal of Decision 1-694 $545 

Under Sections 245A or 21 0 
of the Immigration and 
!jalLQ0a|jty_ Act 


08/21/08. Previous 
editions accepted. 


Application to Adjust Status 1-698 
from Temporary to Permanent 
ResidenU 

24 5 A of Public Law 99-603 ) 


$1,410 Note on Filing Fee: • 
If your application is filed 
within 31 months after 
temporary residency was 
granted, the fee is $1,370 
per person with a $4,230 
family cap. • If your 
application is filed later than 
31 months after temporary 
residency was granted the 
fee is $1 ,41 0 per person with 
a $4,230 family cap. • An 
$80 per applicant fee (unless 
14 years of age or older than 
79 years) for biometrics may 


10/16/2008. 
Previous editions 
accepted. 
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Title 

Form Number 

Filing Fee 

be required. 

Edition 

Refuqee/Asylee Relative 
Petition 

1-730 

No fee. 

1/7/09. Previous 
editions accepted. 

Petition to Remove the 

1-751 

$465 (plus $80 biometric 

8/25/08. Prior 

Conditions of Residence 


service fee) 

revisions are not 
accepted. 

Application for Employment 
Authorization 

1-765 

$340 

10/30/08. Previous 
edition accepted. 

Application for Replacement 
of Northern Mariana Card 

1-777 

$15 

October 16, 2008. 
Previous editions 
accepted. 

Petition to Classify 

1-800 

No fee is required for the 

9/10/08. Prior 

Convention Adoptee as an 
Immediate Relative 


first Form 1-800 filed for a 
child on the basis of an 
approved Form I-800A. If 
more than one Form 1-800 is 
filed during the approval 
period for different children, 
the fee is $670 for the 
second and each 
subsequent Form 1-800. 
However, if the children are 
siblings before the proposed 
adoption, no additional filing 
fee is required. 

edition accepted. 

Application for Determination 

I-800A 

$670 for Form I-800A Note 

9/10/08. Prior 

of Suitability to Adopt a Child 


on Filing Fee: An $80 fee for 

edition may be 

from a Convention Country 


biometrics is required for the 
applicant (and spouse, if 
any). Additionally, a $80 fee 
for biometrics is required for 
each person 1 8 years of age 
or older who is living with the 
applicant. Form I-800A, 
Supplement 1 (Listing of 
Adult Member of the 
Household) must also be 
provided for each adult 
member of the household, 

used. 
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Title Form Number 


Ap plication _ for _ Family jJn jty 1-817 

Benefits 

Protected Status 


AppJication M.Actjon onj.n 1-824 
Petition 


Petition by Entrepreneur to 1-829 
Remove Conditions 


Inter-Agency Alien Witness 1-854 
and Informant Record 


Affidavit of Support Under 1-864 
Section 21 3A of the Act 


Contract Between Sponsor I-864A 
and Household Member 


Filing Fee 

Edition 

excluding the applicant and 
applicant’s spouse. $340 for 
Form I-800A, Supplement 3 
(Request for Action on 
Approved Form I-800A), if 
applicable 


$440 

5/27/08. Previous 
editions accepted. 

$50 for first time applicants. 
There is no application fee 
for re-registration. An $80 
per person fee for biometrics 
may be required. 

10/17/07. No 
previous editions 
accepted. 

$340 

8/25/08. Previous 
editions accepted. 

$2,850 plus a biometrics fee 
of $80. An additional 
biometrics fee of $80 must 
be paid for each conditional 
resident dependent, listed 
under Part 3 or Part 4 of 
Form 1-829. 

12/16/08. Previous 
editions accepted. 

$0.00 

03/31/07. Previous 
versions accepted. 

Although USCIS does not 
charge a fee for this form, 
the Department of State 
does charge a fee of $70 
when the Affidavit of Support 
is reviewed domestically. 

This does not apply when 
the Affidavit of Support is 
filed abroad. 

10/18/07, 11/01/06 
editions can be 
used, no other 
edition accepted. 

$0.00 

10/18/07. 11/01/06 


edition can be used, 
no other edition 
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Title 


Form Number Filing Fee 


Edition 


accepted. 


Affidavit of Support Under I-864EZ 
Section 21 3A of the Act 


Although USCIS does not 1 0/1 8/07. 01/1 5/06 
charge a fee for this form, edition can be used, 
the Department of State no other edition 
does charge a fee of $70 accepted, 
when the Affidavit of Support 
is reviewed domestically. 

This does not apply when 
the Affidavit of Support is 
filed abroad. 


PQVg_^.Gyld e JJ_ne_s I-864P 


$0.00 


02/13/09. No 
previous edition 
accepted. 


Jntending.Jjrim I-864W 


Although USCIS does not 10/18/07. 11/01/06 
charge a fee for this form, edition can be used, 
the Department of State no other editions 
does charge a fee of $70 accepted, 
when the Affidavit of Support 
is reviewed domestically. 

This does not apply when 
the Affidavit of Support is 
filed abroad. 


gMS ^McMCjange 1-865 $0.00 

of Address 


10/28/08. Previous 
editions accepted. 


Application for Suspension of 

DepMa^ 

Cancellation of Removal 


Public Law 105-100 


(NACARAJ) 


1-881 


$285 


07/30/07. Previous 
editions accepted. 


Employment Eligibility 1-9 $0.00 

Verification 


Rev. 6/5/07. Please 
note that the 
revision date can be 
found on the lower 
left hand corner of 
the form. No 
previous edition 
accepted. 
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Title 

Form Number 

Filing Fee 

Edition 

Application to Replace 
Permanent Resident Card 

1-90 

$290. Biometrics fee of $80 
may be included. Please see 
Special Instructions for 
details. 

07/30/07. Previous 
editions accepted. 

Application for Authorization 
to Issue Certification for 
Health Care Workers 

1-905 

$230 

07/30/07. Previous 
editions accepted. 

Request for Premium 

1-907 

$1,000 Note: If you are 
requesting Premium 
Processing on a form type 
and classification that is 
Premium eligible, the 
$1000.00 Premium 
processing fee is required in 
addition to all other filing 
fees required by the 
application to be processed. 
Checks should be made 
payable to Department of 
Homeland Security. 

07/30/07. Editions 
other than 07/30/07, 
04/02/07 and 
08/28/06 are not 
accepted. 

Application for T 
Nonimmigrant Status 

1-914 

No fee. Biometrics services 
may be required at no cost 
to the applicant. 

07/30/07. Previous 
editions accepted. 

Petition for U Nonimmigrant 
Status 

1-918 

No Fee. Petitioners may 
have to pay an $80 
biometrics fee. 

08/31/07 

Petition for Qualifvina Family 
Member of a U-1 
Nonimmigrant 

1-929 

$215 

10/30/08 

Application to File Declaration 
of Intention 

N-300 

$235 

07/08/08. Previous 
editions accepted. 

Request for a Hearinq on a 
Decision in Naturalization 
Proceedings (Under Section 
336 of the INA) 

N-336 

$605 

11/24/08. Previous 
editions accepted. 
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Title 

Form Number 

Filing Fee 

Edition 

Monthly Report Naturalization 
Papers 

N-4 

$0.00 

10/16/08. No 
previous edition 
accepted. 

Application for Naturalization 

N-400 

$595 plus a biometrics fee of 
$80; the fee total is $675. 
Applicants 75 years of age 
or older are not charged a 
biometric fee; their fee total 
is $595. No fee is required 
for military applicants filing 
under Section 328 and 329 
of the INA. 

1/22/09. 10/15/07, 
07/30/07, 11/01/06, 
05/31/01 can be 
used. No other 
editions accepted. 

Request for Certification of 
Military or Naval Service 

N-426 

$0.00 

10/16/08. Previous 
editions accepted. 

Application to Preserve 
Residence for Naturalization 
Purposes 

N-470 

$305 

07/30/07. Previous 
editions accepted. 

Application for Replacement 

Naturalization/Citizenship 

Document 

N-565 

$380 

07/30/07. Previous 
editions accepted. 

Application for Certificate of 
Citizenship 

N-600 

$460; if filing on behalf of an 
adopted minor child, $420. 

01/08/09. Previous 
editions accepted. 

Application for Citizenship and 
Issuance of Certificate under 
Section 322 

N-600K 

$460; if you are filing on 
behalf of an adopted minor 
child, the fee is $420. 

09/06/07. Previous 
editions accepted. 

Citizenship 

N-644 

No fee 

08/21/08. Previous 
editions accepted. 

Medical Certification for 
Disability Exceptions 

N-648 

$0.00 

10/16/08. No 
previous editions 
accepted. 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

ADDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 
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ATF (Bureau) Alcohol, Tobacco and Firearms 

AVL Asylum Virtual Library 

BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 

BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 

BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 
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CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC C enter for Di sease Control 

CDSO Collateral Duty Security/Safety Officer 

CFR Code of Federal Regulations 

CIA Central Intelligence Agency 

CIO Chief Information Officer 

CIS Central Index System 

CLAIMS Computer Linked Application Information Management Systems 

CMHS Center for Mental Health Services 

COA Class of Admission or Change of Address 

COMSEC Communications Security 

CONUS Continental United States 


COOP Continuity of Operations Plan 

COTR Contracting Officer Technical Representative 

COW Central Office Washington 

CPA Chief Patrol Agent 

CPO Chief Privacy Officer 

CSAT Computer Security Awareness Training 
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CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 

DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 
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DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 

EEV 

Employment Eligibility Verification 

EFOIA 

Electronic Freedom of Information Act (initiative) 

ENFORCE 

Enforcement Case Tracking System 

EOIR 

Executive Office of Immigration Review 

eOPF 

Electronic Official Personnel Folder (eOPF) 

EPA 

Environmental Protection Agency 

ERO 

Eastern Regional Office 

ESC 

Eastern Service Center 

ETC 

Eastern Telephone Center 

EVD 

Extended Voluntary Departure 

EWI 

Entry Without Inspection 

FAA 

Federal Aviation Administration 
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FARES Fees and Applications Receipt and Entry System 

FBI F ederal Bureau of Investigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL F orensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 

FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 
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F OIA F reedom of Information Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 

GPO Government Printing Office 

GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 
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HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 

I-485B NACARA Supplement to Form 1-485 Instructions 

1-539 Application to Extend/Change Nonimmigrant Status 

1-55 1 Alien Registration Card (Green Card) 

1-589 Application for Asylum and Withholding of Removal 
1-600 Petition to Classify Orphan as an Immediate Relative 
1-75 1 Petition to Remove Conditions of Residence 
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1-765 Application for Employment Authorization 

1-821 Application for Temporary Protected Status 

1-864 Affidavit of Support under Section 21 3 A of the Act 

IA Immigration Agent; or Investigative Assistant 

IBF Identity and Benefit Fraud (program) 

IBIS Interagency Border Inspection System 

ICE Immigration and Customs Enforcement 

ICE-BFU ICE Benefit Fraud Unit 

ICEPIC ICE Pattern Analysis and Information Collection. 

ICF Immigration Card Facility 

ICS Information and Customer Service 


IDDMS Integrated Digitization Document Management Program 

IDENT Automated Biometric Identification System 

IDMS Identity Management System 

IDP Individual Development Plan 

IE Immigration Examiner 

II Immigration Inspector 

IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 
IJ Immigration Judge 

IMMACT Immigration Act of 1990 
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INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

KST Known Suspected Terrorist 

LAPR Lawfully Admitted Permanent Resident 

LAPS Legalization Application Processing System 
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LEAD Leadership Education and Development 
LES Law Enforcement Sensitive 

LESC Law Enforcement Support Center 

LIFE Legal Immigration Family Equity (Act) 

LIN Northern Service Center (Lincoln, NE) 

LOU Limited Official Use 

LPR Lawful Permanent Resident 

LULAC League of United Latin American Citizens 
MFAS Marriage Fraud Amendment System 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 

N-300 Application to File Declaration of Intention 

N-400 Application for Naturalization 

N-565 Application for Replacement of Naturalization/Citizenship Document 

N-600 Application for Certification of Citizenship 

NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 

NBC National Benefits Center 


NCIC National Crime Information Center 
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NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Proj ect 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 


OCSE Office of Child Support Enforcement 
OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 
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OEPC 

Office of Emergency Preparedness and Coordination 

OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 
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PA Privacy Act 

PAIC Patrol Agent in Charge 

RAIO Refugee, Asylum, and International Operations 

PC Peace Corps 

PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAD River Assault Division 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 

RAPS Refugee, Asylum and Parole System 

RAVU Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 
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RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 

SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 
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SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 

STAR System for Time and Attendance Reporting 

TAC Third Agency Checks 

TAP Tuition Assistance Program 

TCDD Training and Career Development Division 

TECS Treasury Enforcement Communication System 

TPO Transformation Program Offices 

TPS Temporary Protective Status 

TSA Transportation Security Administration 

TSC Texas Service Center 

TSP Thrift Savings Plan 

TVA Tennessee Valley Authority 

UK United Kingdom 
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UNHCR United Nations High Commissioner for Refugees 

UNICEF United Nations Children’ s Fund 

USA United States Army 

USACE U.S. Army Corps of Engineers 

USAF United States Air Force 

USC United States Citizen 

U.S.C. United States Code 

USCG United States Coast Guard 

USCIS United States Citizenship and Immigration Services 

USCS United States Customs Service 

USMC United States Marine Corps 

USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

199 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It 
contains information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is 
to be controlled, handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy 
relating to Sensitive But Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a 
valid need to know without prior approval from the FOIA Officer 

Updated on 9/23/2010 


605 



FOIA/PA ASSISTANT’S GUIDE 


VD 

Voluntary Departure 

VIS 

Verification Information System 

VTVPA 

Victims of Trafficking and Violence Protection Act of 2000 

VWPP 

Visa Pilot Waiver Program 

WAC 

Western Adjudications Center 

WHO 

World Health Organization 

WHTI 

Western Hemisphere Travel Initiative 

WSC 

Western Service Center (same as California Service Center) 

WTC 

Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and 
PA requests. The list is arranged in alphabetical order. Additional definitions can be 
located at http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled 
“Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department, Government corporation, 
Government controlled corporation, or other establishment in the executive branch of the 
Government (including the Executive Office of the President), or any independent 
regulatory agency. This does not include the legislative (Congress) or judicial (Courts) 
branches of the Government, nor does it apply to state, local, or foreign government 
agencies. The Department of Homeland Security (DHS) is an agency as defined above. 
The following are components or bureaus of the Department of Homeland Security; 
United States Immigration and Customs Enforcement (ICE), United States Customs and 
Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or 
grouping of information, including electronic that is maintained and controlled by an 
agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not 
circulated to nor used by anyone other than the author, and discarded or retained at the 
author’s sole discretion for his/her own individual purposes are personal records. These 
are not generally agency records because they are not subject to the rules and controls of 
the agency for records management and disposition. These may, however, become 
agency records for purposes of the FOIA or PA if used to carry out an agency function 
(e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: 
Border and Transportation Security (BTS), Citizenship and Immigration Services 
(USCIS), Federal Emergency Management Agency (FEMA), Immigration and Customs 
Enforcement (ICE) are components of the Department of Homeland Security. 
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Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records 
without the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the 
extent of matters within its jurisdiction; a subcommittee thereof; any joint committee of 
Congress; any subcommittee of any such joint committee. Agencies may not use FOIA 
or PA exemptions to deny records that are the subject of such a request. 

Congressional Request - A request from a Member of Congress on his or her own 
behalf, or on behalf of a constituent. After acknowledgment under congressional 
correspondence procedures, congressional requests are to be processed in the same 
manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes 
work on a petition or application, we combine it into the person’s A-file. If the service 
discovers two “unconsolidated” A-numbers for a person, we combine the two files. One 
of the A-numbers becomes the “survivor” and the other becomes the “consolidated A- 
number.” 

Consultation - Obtaining the views of another DHS component or Federal agency 
concerning the release of information that has been incorporated into immigration 
documents or a reciprocal request. The National Records Center, FOIA/PA Division, 
makes the final overall determination on release. 

Freedom of Information Act Request - A request in writing by any person for access 
to any record maintained by any Federal agency. Federal agencies are not persons for 
purposes of FOIA. 

Included are requests for access to Privacy Act records of another person without the 
written consent of the record subject, as well as requests from nonimmigrant aliens for 
access to their own records. 

FOIA/PA Information Processing System (FIPS) - Through the use of imaging, 
workflow, and graphical user interface technologies, FIPS allows USCIS to electronically 
manage and process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to 
his/her record. A notarized signature or a sworn declaration under penalty of perjury 
from the record subject is required for access to records. 
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Forms - Various government forms available from www.uscis.gov/portal/site/uscis that 
are provided for the use of requesters and their representatives when submitting a FOIA 
or PA request with USCIS. The more common forms include: 

is used for information purposes only. It should be signed by the attorney or 
representative and by the subject of the record. Does not qualify for consent 
unless the attorney or representative has inserted the penalty of perjury statement 
and the subject of the file has signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to 
make a FOIA/PA request. When completed it provides enough information to 
complete an extensive search for records. 

Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered 
LPRs. Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 

• Track 1 is used for the less complex cases. These are cases where only one or a 
few specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests 
from the news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been 
scheduled to appear before an immigration judge. 

Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, 
expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an 
individual who is a U.S.C. or LPR; the maintaining agency retrieves by the person’s 
name, identifying number, symbol, or other identifying particular assigned to that 
individual. This information includes, but is not limited to, a person’s education, 
financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for 
records that are contained in a Privacy Act system of records. The records must be under 
the control of DHS and be retrieved by the name of the requester or other personal 
identifier. Requests are received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the 
subject’s behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person 
declared incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and 
final disposition of official records that are required by law, regulation, or other directive 
to be kept by the Agency. 

Referral - Information found in immigration records - the forwarding of a record that 
originated with another component of DHS or another Federal agency for direct response 
to the FOIA/PA requester. Also includes transferring responsibility for responding to a 
request regarding the release of records to the DHS component best able to determine 
whether to disclose, or to the Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number 
of years have passed with no activity. This is called “retiring” the file. Occasionally, we 
have to request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if 
that petition or application is approved. For example, a woman applying for asylum lists 
her husband and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy 
Act System of Records, other than an intra-agency disclosure. Disclosure or use must be 
for a purpose that is compatible with the purpose for it was collected, that would be 
otherwise prohibited by the PA. Such disclosures do not require the written consent of 
the record subject, but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying 
number, symbol, or identifying particular assigned to the individual. 
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Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 

Third Party Request - A request from any person for access to another individual’s 
record without that individual’s written consent. The identity of a third party requester 
and his/her relationship to the subject does not increase (or decrease) his/her rights of 
access to the records. 

White House Inquiries - An official request from any member of the White House staff, 
or letters of the President forwarded to the agency for response. 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=t> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? The Chief of FOIA/PA Operations 
and your Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office 
Automation personnel accomplish their missions. Through the Chief of Operations, Supervisors 
submit a new rule or procedure to the Chief FOIA/PA Program Officer. At the direction of the 
Chief Program Officer, Program Office may immediately amend the guide, or they may seek 
clarification from Office of Chief Counsel. After consultation, Program Office will either amend 
the Guide or propose a modified rule to Chief of FOIA/PA Operations. Major re-writes or 
revisions of the guide are subject to the final approval of the USCIS FOIA Officer. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet page. 

When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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Record of Revision 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the FOIA/PA Assistant's 
Guide has been changed (changed portion is underlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. N o consent is necessary from 
the minor child or the. person judicially, determi^ 

p a r e n t / g ua r d i an must provid e h is or h e r ow n v e r i fica t i o n o f i de n tity th a t i s notar i ze d or 
signed .under penalty, of peijuiyJ.6.C,F,^ The case processor will have to 

request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant's Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS . Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant's Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files. including T-Files, wherever they may be, 
includingJ^C) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13, 2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows ( added 
portion underlined deleted portion stricken through) : 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a P^\FAGS («of/^4Ay4GA / G/^ staffmg'Slot only. G!'iok on 
“Customize Letter" Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
responsive records for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to scan PvAF AGS - 
only responsi ve records. Pend the ease prepare a Final Action Letter with closing code 
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NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through) : 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, S SC/SRC, WSC/WAC, MSC/NBC o r NSC/LIN). For example, 

I I etc., are not receipt files we 

can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
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the box “Responsive Records” and take to person designated to scan RAFACS- 
onlv responsive records. Pend the case. 


12;-7;12'i4-lfther&'iS'noi»format?Qnabeut-ther'eeeiptfilei'PrWTS ; 'regardlesS'Ofthe 


rsroS, i.v. . ACiKo- t-a/~*eu rvf . r\i imfx or ... xl A ofa . +L o . r\v\m or of fLo rao^int . ft lo . art A . r> or hex m 

piviiA ui liiv iwvipt numavi, y \ j\-i onuuiu Jiaii tu mv uvvuvi v/x uiv lvvupi mv unu paotv 111 


theGLAtJvlSsereen.ThisiafaraiationeanbelQeatedontheGLi^IMSiriquirysereeri 
upper right haBd eomeFv The GLAMS screen will show ‘‘owned by .” 


New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


May 27, 2011 


Paragraph 6. 3.4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 
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d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

As it used to read: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request. Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). F or r ece ipt fi les a t HBG , u se t h e 
NON-FO IA HBG file re q uest. Do not request DIG T-files at HBG with RPC code s XX, XY , 
Z G, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most current information. 


June 10, 2011 

The wording of paragraph 28 of the FOIA/PA Assistant’s Guide has been changed as follows: 


Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 


All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 
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Here is the new paragraph: 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. of 
this section, however, if you feel that you have a true congressional request or appeal, control the 
case, put the case in Unit Chief, and e-mail your supervisor the control number. A supervisor 
will either send the case to SIG or return the case to you for staffing. 


b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


July 8, 2011 


A new flow chart for Lost File procedure has been added to APPENDIX Hi 
CASE CREATE FLOW CHARTS in the FOIA/PA Assistant’s Guide. 


Additionally, in paragraphs 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 

12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 


Paragraph 6. 1 . 1 . 10 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Old version: 

6.1.1.10 If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester in Section 2, 
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“ Requester Information .” Do not use the address on the envelope or letterhead. 

New version: 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of the 
requester in Section 2, “ Requester Information ” Do not use the address on the envelope, or 
Form G-28 or letterhead unless the requester did not use Form G-639 or unless Section 2 of 
Form G-639 is illegible. If the address on the G-639 is a foreign consulate office, or is a 
congressional office, you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you can find no other address, insert a case note and send the 
case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at the 
right side of Form G-639. 


The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the FOIA/PA 
Assistant’s Guide: (old text lined through, new text in red) 

This does not include instances in which the requester has faxed the request and then mailed 
it. If you open a case and find that the exact same request has very recently been created, 
chances are that you have opened the mailed copy which followed a few days after the fax. 
Clos e this cas e as ER (cr e at e d in e rror). Do not create such a case. Click “Send to 
Research.” That case will go and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar 
case, your search will be complete. If the requester did not provide an alien number, you 
may search by the subject’s last name and first name, or even by the requester’s last name 
and first name. You may use a percent sign (%) as a wild-card for these searches. For 
example, if the requester’s name is Jaime Vazquez, but you see he also has spelled his name 
Vasquez - you can search by Subject Last Name “Va%” and Subject First Name “Jaime.” 

Further on within paragraph 6.4, in the examples, there are two more changes: 

Cr e at e a Final Action L e tt e r and s e l e ct final action cod e ER: Cr e at e d in Error. Aft e r this, 
s e nd th e cas e to Up front Approv e r Do not click “Create Case.” Click “Send to Research.” 
You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
“Similar Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Inst e ad, clos e this cas e as ER (cr e at e d in e rror ) Do not 
click “Create Case.” Click “Send to Research.” 


August 30, 2011 

We have added a new paragraph 8.23 to the FOIA/PA Assistant’s Guide, as follows: 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. It is likely that the adoption never happened. If that is the 
case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 
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1. THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 


2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 


3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4 . 

Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 




Be : Edit Session Transfer ; Program Options window Help : 


-jP i xj: 

JMxJ 


IpH 




WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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as AA 

| USERID > 




AA AA 

PASSWORD > 





NEW 

PASSWORD ==> 






VERIFY NEW PASSWORD ==> 


PF1 = HELP 

PF4 = WHO AMI 


PF2 = TIME PF3 = LOGOFF 

ENTER = PROCESS CLEAR = REFRESH 


DOJD.WS.. 


':14 AM 


This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.2 Tele View Main Menu 


: Edit ; ; : iSession: : : ]j;ansler : : : ;EFogram : : : gpOons i • iSWc* : Help : 


li UB *i 


! a 2 £ 


m 


/♦an 

§1 


m 


~k 


COMMANDS 


ENVIRONMENT 


MODEL : LUO -2/2 

LUNflME : J5NRC1AA 


COMMAND ====>| 


Sesnum System 


1 HELP 

2 MSG 

3 NEWS 

4 J406IDMS 

5 J427IDMS 

6 J479IDMS 

7 J427CICS 
3 J504CICS 
9 J537IDMS 

10 J534IDMS 

11 J527IDMS 


DAL CA-TE LEVIEW 4.4 


Application Status 


USERID: NRC0291B 
ESCAPE: PA 1 


Remarks / Description 

TeleView Help Facility 

TeleView Message Facility 

Help & News Menu 

RAPSAPSS-EOIR 

F 0 1 A / N A C S / ST S C / M F A S / RN ACS 

CLAIMS 

DAL ROPES 

WDC ROPES 

AR11 

CIS 

PICS/ADMIN SYSTEMS/DACS 


PF1= HELP P F3= END PF7= PAGE UP PF8= PAGE DOWN PF9= NOTEPAD PF10= ERASE NOTES 

3270 


30JD.WS... 


MM 7:25 AM 


The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 
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ccccccccccccccc 
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cccccccc 
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CCCCCCCC CHECK NEWS 
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CCCCCCCCCC LAST NEWS S 
CCCCCCCCCCC 
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CCCCCCCCCCCC 
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CCCCCCCCCCCCCCC 


ccccccccccc iiiii 

CCCCC IIIII 

CCC IIIII 

IIIII 
IIIII 

WELCOME TO THE CENTRAL 
IIIII 
IIIII 
IIIII 
IIIII 

CHECK NEWS SCREEN ON A 


LAST NEWS SCREEN CHANGE 
IIIII 


SSSSSSSSSSS 
SSSSSSSSSSSSSSS 
SSSSSS SSSS 

sssss 

SSSSS 

INDEX SYSTEM 
SSSSS 

SSSSSSSSSSSSS 

ssssssssssssss 

ssssssss 

REGULAR BASIS ! ! SSSS 

SSSS 

: 06/28/2005-15:20 EST SSS 

SSSS 

SSSS 

SSSSS SSSS 

SSSSSSSSSSSSSSSSSS 
SSSSSSSSSSSSS 


-PRESS ENTER TO PROCEED TO MAIN MENU 
3270 


xyjd.ws... 


PF5 CIS CURRENT NEWS 


7:50 AM 


This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5. 1 . 4 CIS Main Menu 





CIMMEN 
COMMAND : 


m 

m 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


(91) SEARCH THE DATA BASE 


m 


X; 

-igjxj 


10 / 13/05 

09 : 56:36 


(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 


(94) RECORD MAINTENANCE 


(95) A-FILE TRANSFER SUBSYSTEM 


-- SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 


CLEAR EXIT 


PF5 HELP 


tcftboa ird:: 




This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 
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5.1.4.1 Search Menu Screen 


: Edit ; ; : iSession: : : ]j;ansler : : : ;EFogram : : : gpOons i • iSjndcw : Help : 


li UB *i 


! a 2 £ 
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/♦an 
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m 
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CI USER 
COMMAND : 

fl#: 0O000000O NAME: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


10/ 13/OS 
10:02:06 

DOB: OOOOOOOO 


(01) ID #: 

(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 

(02) SOUNDS-LIKE NAME (92) DATA DISPLAY MENU 

(03) EXACT NAME (93) ADD TRANSACTIONS MENU 

(04) AKA (ALIAS) NAME (94) RECORD MAINTENANCE MENU 

(05) LAPS EXACT NAME (95) FILE TRANSFER SUBSYSTEM MENU 

(06) SOUNDS-LIKE NAME WITH DOB 

(11) MANUAL SEARCH REOUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUMBER REPORT REOUEST 


f <-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456739) . 

CLEAR EXIT PFS HELP PF6 CIS MAIN HENU 




| Input Form 


.esourceGuide . 


9:02 AM 


From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1.4.2 Search by A-number (9101) 




: Edit ; ; : iSession: : : 3j;ansler : : : ;EFogram : : : gpOons i • iSWc* : Help : 


iiiii 

mtmxi 


iaH? 


m 


/♦an 

§1 


m 


~k 


CIMIDN 

COMMAND: 


IHHIGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ID # SE ARCH /DISPLAY 


10/13/05 

10:02:55 


ID # (A/AA/AB/C/DA) : 

(DL/FB/FP/I/PP/SS/TD) 


LAST: 

FIRST: 



MIDDLE: 

ALIASES: 



SEX: 

POE: 

COB 

FC0 : 

C0A: 

COC 

PFC0 : 

SFC0 : 

DF0 


NATZ DATE 
COURT 
LOCATION 


FATHER: 

MOTHER: 


CONSOLIDATED A NOS 


OTHER INFORMATION-- 


SSN 

1-94 ADM # 
PASSPORT # 
FBI # 
DRIVER LIC 
FINGER CD# 


OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF8 HISTORY 

PF9 EAD PF11 EOIR 

3270 


tchboard ; g§| Input F#n ; 


.esGiurceGuide:.: 


3:03 AM 


In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings. In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 


5. 1. 5 Sounds-Like Name Search ( 91 02) 
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: gfe : : ; Edi t : : : iSeSSiOH: : : : Tf Snsfer : : : :FfOgraft:l : : : Opt36riS : : ; WntioW : : : Help 



CIHSND 

COMMAND: 


inrilGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE” SEARCH 


fk 


- ai xj 


10/18/05 

10:09:04 


: LOST NAME: 
FIRST NAME: 


(40-CHARS MAX) 
(25-CHARS MAX) 


LAST NAHE HATCH 
FIRST NAHE HATCH 
PREVIEW NAHE 


(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(Y/N) 


EXACT DOB: 
DOB RANGE: 


(HHDDYYYY) 

(DATE RANGE - YYYYR; YYYY-YEAR, R-0-9) 


COB: (S-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (HMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (H/F) 

'LAST NAHE IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE” SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


tehboahd;: 


I) Input Form 


W\ CISResourceGuide ;; j| 


iS"): 9:09 AM 


Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5. 1. 6 Exact Name Search (91 03) 


A 26 a pap p sj p ai pp i 


i|| fiteh Edit : ' i ;Sessten ; ; : Tt ransfei i : ; Program i i ; :6ptilns: i • Wlridew : : :htetp: : 


BSUiBUiE 


CIHEXfl 
COMMAND: I 


jrflD 

l: IS: 


*00 

m 


Ipn 


¥& 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 


12/15/05 

08:44:21 


* LAST NAME: 
* FIRST NAME: 

MIDDLE NAME: 

EXACT DOB: 
DOB RANGE: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(25-CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

(5-CHARACTER COUNTRY CODE) 

(5-CHARACTER COUNTRY CODE) 

(3-CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(3-CHARACTER FILES CONTROL OFFICE CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PFG MAIN MENU PF9 SOUNDS-LIKE SEARCH 


ptonDoc M ||| Mrcdtall on ‘Nrcir. . . W] ClbResourceGuide , 


lillt P : i 7:47 AM ; 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 
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5. 1 . 7 Alias (AKA) Name Search (91 04) 


*XvF^>x*X\\vFX^%<vFXvFFFf: 




H Fite : Edit • • : Session • : Transfer : : Program • : • OpSore • • • Window : • • -Help: • 

m 


m 


M 


CIMAL I 
COHHRND : 


IMMIGRATION RND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ALIAS (AKA) NAME SEARCH 


AKA/NEE LAST NAME: 
AKA/NEE FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-95) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


EXACT DOB: (MMDDYYYY) 

DOB RANGE: (DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

COB: (5 - CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST H SEARCH ON FIRST-NAME-ONLY ALIASES, ON LAST-NAME-ONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONHL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 


CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PFG MAIN MENU 


NllMOVft 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5. 1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 



HUM OVR 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5. 1. 9 Card Search (9222) 



MOTHER’S NAME: EDWINA FATHER’S NAME: ZACHIUS 

CARD PORT OF ENTRY: BAL 

CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 
3278 



The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 




f| Me E<Jit Session IransEer Mograni; Slptocs SfoKtw gelp 




/dp 
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/dp 


mm 

mm 

mm 



it 


CIMFTD 

IMMIGRATION AND NATURALIZATION SERVICE 

08/01/06 

COMMAND: SHH 


CIS - FILE TRANSFER DISPLAY < FTD) 

11:33:03 

R#: NRHE 

: TAYLOR 

:::::::::::::::::::: :j 

FRANCIS DOB: «« 

PREVIOUS 

FCO 

BAL 


FCO CREATING SUBFILE: 


CURRENT 

FCO 

NRC 


SUB FILE CREATION IND: 


REQUEST 

FCO 

NRC 




FILE LOCATED 

IND: 

: C (FILE TRANSFER COMPLETE) 


DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 

0000 

DATE 

FTI 

: 61242006 


INS BOX NUMBER: 


DATE 

FTC 

: 02022606 


REQUEST NUMBER: 


PERSON/ACTION: 



2ND REQUEST DATE: 






3RD REQUEST DATE: 


YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- 

NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN 

MENU 

3276 











: MUM OVA; : 







The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 




;|| Jyfe Edit £m«tt Irtms&r Efi>gram. SpBotts grip 



- 1 * 1*1 


IDtlS DC258002 V77 ENTER PASSWORD 

IDUS DC258003 V77 USER NRC0291B SIGNED ON LTERH VTNLT159 RT 08:37:43.64 06.258 
TSS70O0I NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y = J479 IDHS 
TSS70G1I Court t= 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


RUMQV8; 


The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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5.1.12 Tables Menu 



Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 


wm mm mmmm 


File Edit, Session Transfer jji&gram Options Window ijjelp 


m an ifis 


i TBXTBINF 


INS STANDARD TABLES 

DATABASE FACILITY PAGE 09/15/06 



TABLE INFORMATION SCREEN 0001 08:46:07 

I COMMAND ---> 


(SE LHU, VfiDRD , LODflD, VflINF , OR LOINF) | 

SEL ONE 

TABLE ID TABLE TYPE 

TABLE DESCRIPTION 




! Hi ■■■ 



AFAC 


VAL 

CIS /AFAC FCO CODE TABLE 


A IRX 


LOC 

INTERNATIONAL/ MUNICIPAL AIRPORTS 


ASC 


LOC 

APPLICATION SUPPORT CENTERS 


ASIL 


LOC 

ASYLUM INTERVIEW OFFICES 


ASYL 


LOC 

ASYLUM OFFICES 


BPHQ 


LOC 

HEADQUARTERS 


BPHX 


VAL 

BORDER PATROL SECTOR CODES 


BPSH 


LOC 

BORDER PATROL SECTOR HE ADQTRS 


B PS T 


LOC 

BORDER PATROL STATIONS 


BPSX 


VAL 

BORDER PATROL STATION CODES 


CCD I 


VAL 

INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 

PF 2 

PF4 

PF6 PF8 


PGFRWD 

PGBWRD 

PREV SCN 

MENU EXIT 

TB1O0O43 - 

SELECT ONE 

RECORD 

OR TRY OTHER 

FUNCTIONS 
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urn DVR: 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 




:||j £il& Edit transfer &>>grm Qpte S#d«w gdp 

Burin M$M iiiisy 


m\mm =a 

■& jig: i£g| H W* 
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INS STANDARD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


PAGE 09/15/06 
0014 08:56:10 


conn AND ---> 
TABLE-ID: ADJX 


(SELNU, VADAD, LODAD , TBINF , OR LOINF) 
TABLE DESC : ADJUSTMENT OF STATUS CODES 


IB7 

IBS 
IC6 
IC7 
ID6 
I F 1 
IF2 
IRO 


VALID CODE 

IB7 

IBS 

IC6 

IC7 

ID6 

I F 1 

IF2 

IRO 


TABLE TEXT 

SLF-PETITION CHILD OF USC 

CHILD OF 186 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PF6 PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 00043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
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Read the screen in its entirety for navigation instruction and additional information. 
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5.2.1 Introduction 


The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 Teleview Introduction Screen 



WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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WW 


AACCCCCCA 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 
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CAPSNUMOVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 
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5. 2. 3 CLAIMS Selection Screen 




Edit ; Session ; Transfer ; : Program i i options pride w Help 


m m ira 


103 ? 


/an 

m 


mm 

m 
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lr?Hi 



: : j ^.L.™ : 




| COWHANDS 

ENVIRONMENT 

HELP 

EXIT 

MODEL 

: LUO -2/2 

DAL CA-TELEVIEW 

4,4 

USERID: NRC72G8A 

LUNflH E 

:: J5NRC2AE 



ESCAPE: PA1 

COMMAND ====> 6 




Sesnum 

System 

Application Status 


Remarks / Description 

1 

HELP 

Avai lable 


TeleView Help Facility 

2 

MSG 

Avai lable 


TeleView Message Facility 

3 

NEWS 

Available 


Help & News Menu 

4 

J 4061 DM S 

Available 


RAPS-APSS-E0IR 

5 

J427IDMS 

Available 


FOIA/NACS/STSC/M FAS/RNACS 

IB 

|J479IDM S I 

1 (Available 


(claims 

7 

J427CICS 

Avai lable 


DAL ROPES 

8 

J504CICS 

Available 


WDC ROPES 

9 

J 5371 DM S 

Available 


AR11 

10 

J534IDM S 

Avai lable 


CIS 

11 

J527IDM 2 

Avai lable 


PICS/ADMIN SYSTEM S/DRCS 

P FI = HELP P F 3 = END 

P F 7 = PAGE UP PF8= PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 
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1 igli lllll;li liii! 


The number selected to access CLAIMS can vary for each computer. 
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5. 2. 4 CLAIMS Function Screen 
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IDHS DC258002 V9 ENTER PASSWORD 

I DM S DC258QQ3 V9 USER NRC72Q8A SIGNED ON LTERH VTH LT5Q6 AT 08:54:22.05 05.349 
TSS7000I NRC7208A Last-Used 15 Dec 05 08:51 System=02Rl Fact l i ty=TELEVIEW 
TSS7001I Count=08208 Node=Fail Lockt ime=None Name=TIFFANY ROSS 
V9 ENTER NEXT TASK CODE: 


«aa 


Si 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 


Wk&\ 


Rile ; Edit Session i Transfer : Qrogrm: \ Options: ; Jj/jndow i Help 




.J.5l.*f 

_ Ifi 3 ! x| 


;fi|| 


1111 lisffi 


m 


A3D 


cm 


» 


FSXH NEWS 


CLRIMS MRINFRRM E SYSTEM 
NEWS SCREEN 


12 / 15/2005 

08:55 


WELCOME TO THE COMPUTER LINKED RPPLICRTION I N FORM RTI ON MRNRGEMENT SYSTEM 

{ C L R I M S } 

WWW WWWW turifrt WWW* WWW* WWWW WWWW WWW* wwww wwww 


PRESS ENTER TO LOGON OR PF8 TO EXIT 


PF8 

LOGOFF 


HUMOVR 


Press enter from here to get to the logon screen. 
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5. 2. 6 CLAIMS Logon Screen 


mmm :mm 

- l&l xj 

*M 


12/15/0005 
LOGON 08:56 

LEGR LI ZfiTI ON NOTICE OF CONFIDENTS LITY 

SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS, 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED IN 
VI I0LATI0N OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 


IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE, 






File Edit session Transfer Program Options Window Help 


■fill 


ill MM 


/an 


in! 


FSXMCLMS 


CLAIMS MAINFRAME SYSTEM 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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5. 2. 7 CLAIMS Main Menu Screen 




ift Rile Edit ; Session; : Transfer; ; Program: ; Options; ; Mndow ; \jefc 


FSDLM NU1 CLRIM S MAIN FRAN E SYSTEM 

MAIN MENU 

1. COLLECTION & RECEIPTING - APPLICATIONS 

2. COLLECTION & RECEIPTING - PETITIONS 

3. COLLECTION & RECEIPTING - BONDS 

4. COLLECTION & RECEIPTING - FOIA 

5. COLLECTION & RECEIPTING - PRIVACY ACT 

6. COLLECTION & RECEIPTING - MISCELLANEOUS 


TE PROCESSING 


GENERATE REPORTS 
MAINTAIN SYSTEM FILES 
MANAGEMENT STATUS REPORTS 
CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 
PRINT DELAYED/DUPLICATE APPROVAL NOTICES 
EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 
SCHEDULING/CARD PRODUCTION PROCESSING 
FD258 FINGERPRINT TRACKING INQUIRY 

ENTER SELECTION: 7 

(WELCOME TO THE CLAIMS MAINFRAME SYSTEM, PLEASE MAKE A SELECTION, 

PF8 

LOGOFF 

13270 


12/15/2005 

08:57 

NRC7208A 


HUM OVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5. 2. 8 Inquiry Screen, searching with a Receipt Number 


Sfj Ble Edit Session Transfer Program Options Window Help 




FSXMIMN1 


1111 mm 


ilia; 
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/on 
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CLAIMS MRINFRfiH E SYSTEM 
UPDRTE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


12/15/2005 

08:59 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


USER ID: 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


A NUMBER: A 


REFERENCE NO. 


PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 


NIIMOVR 


On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2 9 Searching CLAIMS using a Name and Date of Birth 


• gle ; T gdit; ; ; Session; ; : ; transfer; ; ; ig^gram; ;; Options; ;;pn^ow ; 
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FSXM IM N1 


1. RECEIPT 


2. USER ID: 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 


E ( 
3IRTM 


4. A NUMBER: A 

5. REFERENCE NO. : 

6. PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 















NUM OVR 



You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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(b)(6) 
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CLAIMS MAINFRAME SYSTEM 



02/21/2037 



INQUIRY/UPDATE RECEIPT LIST 


11:53 







NRC9353 A 


RECEIPT NBR 
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FORM 
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190.00 

02/14/2037 

3. 



J 

N565 

220.00 

62/14/2007 
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J 
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180.00 

02/11/20O7 
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395.00 

02/11/2007 
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13. 
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PRIOR MENU MAIN MENU 
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3270 







■ OVR : : 


If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” For example, if you type “3”, the detailed information relating to receipt number 
SRC0710351687 will be displayed. 
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5.2.10 Searching with the A-Numher 
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FSXM IM N1 


1. RECEIPT 


2. USER ID: 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


5. REFERENCE NO. 

6. PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 














, : .v. 

.v.-.v. 


.V.V. 

NUM OVR 



You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner ’s Name 
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FSXMIMN1 


CLRIH S MAINFRAM E SYSTEM 
UPDATE PROCESSING MENU 

SELECT RND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208R 


1. RECEIPT NO. : 


(SELECTIONS BELOW FOR APPLICATIONS RND PETITIONS ONLY) 


USER ID: 


(MMDDCCYY) 


BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(FIRST) : 


(MMDDCCYY) 


5. REFERENCE NO. 


PETITIONER 


PF3 PF6 PF8 PF10 PF11 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE 
3270 


PF12 

ACT UPD BY RCPT 


NUMOVR 


You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


(b)(7)(e) 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 
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1751 

RCPT 

NBR : SRC-06-025-00045 APPEALED FORM: OWNER : SRC 

PART 2 

A 
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RECEIVED 

DT: 10/26/2005 
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ASSOC RCPT NBR: 
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STREET 
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STATE 

TX 

PROVINCE: 


CNTRY 

: ZIP/POSTAL: 75227 

GENDER 
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OF CITZ 
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EMPLOYER 





TAX ID: 
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REP TYPE: 

(A=ATTY , B=CERT . REP . C=0THER) 
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TO: 

DC997961 ■ 

- VIEW 

MODE 




PF2 

PF3 

PF4 

PF5 PF6 

PF7 

PF8 PF9 PF11 

Cl INO. 

CANCEL BACK 

EAD INFO MAIN MENU 

CODES 
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The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: IBS1) 
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The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 


receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff. 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide 
link below the Warning. 
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5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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6. CREATING THE CASE 
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On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter” and Sequence 2 is usually “Request Supporting Documents.” There will be 
a date and time in the right column. 
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Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 Do not use all capital letters in names. 

6. 1 . 1 .2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1 . 1 .3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 
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6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attomey/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

6. 1 . 1 . 5 Do not hyphenate names. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for a clear copy. 

6. 1.1.7 Add a period after the middle initial. 

6. 1.1. 8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, e nt e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1.1. 9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother’s and father’s last names, if provided. If you 
are unsure, contact a supervisor. 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of 
the requester in Section 2, “ Requester Information .” Never use the address on the 
envelope, or Form G-28 or letterhead unless the requester did not use Form G-639 or 
unless Section 2 of Form G-639 is illegible. If the address on the G-639 is a foreign 
consulate office, or is a congressional office, you may use the address listed on the G-28, 
or other documents in the request, such as an envelope. If you can find no other address, 
insert a case note and send the case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6.1.1.11 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 
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6. 1 . 1 . 12 Do not use special characters, such as “&” and “#” in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), 
=,+, [,], {, }A<, >, or/. 

6. 1 . 1 . 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1.1. 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief. 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6. 1 . 1 . 17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You must 
complete these fields to ensure proper delivery. Before pending this case for any further 
action, please check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 
Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 
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U.S. Virgin Islands 
Wake Island 
Micronesia 


A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 

6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Form. To 
search for an existing requester, click in one of the available fields in the Requester Search Form 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough information, click Search to locate requesters with matching 
information. 



If you get any matches to your search, you will see a screen that looks like this: 
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If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 


| Search Requester 



First 

Middle Last Name 

Name 

Name 

V. Bernhard 

Sauerbraten 

LrV~' Innag 

Mont Q.qn ncrv.? on 

Assign this requester to case ;;; 

h? 3 1 Ddo 

,,,,,,,,,,,,,,,,,, y CQtt 

, Milton 

□V 

lay Sheppard 

^ , Bonnie 

Simmons 

Cl’f 

Jimmy 

oV 

Simpson 

Total item(s) 

found (6 of 6} 


® :: Page 1 of 1 


Cancel 


And it will populate the requester information like this: 
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(b)(6) 
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6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 



When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 


First Name Middie f&itie Last i'isme 


address 1 



Postal Code 

: : :1 Foreign 
Province 


1 Smifer Grogan Highway 


•Santa-Rcsita 
: California 
4 5 


Country : :rr 

Phone Number : :g$7) 554-32 10 

: cjlecdpercjrt^earthrer.cc'.m 
Frequent Reausster .v M -- s 

tiave] ^Cancel j 


6.2 SUBJECT INFORMATION 

After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 
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(b)(6) 




C G Culpepper 

Edit Requester 



Change Requester 



Copy to Subiejjfc 


Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 


(b)(6) 


First Middle Last 

i Melville j i ! i Crump 


A-Numberi 

Topic* 


6.2.1 Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

6.2.2 Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject. Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.1 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 


63 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 8/30/2011 


674 




6 . 2 . 2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

6.2.2.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary’s A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

6 . 2 . 3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 

6 . 2 . 3.2 Enter the receipt number with no dashes or spaces. This format assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffing Sheet Guide for more guidance. 

6 . 3 . 2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


6.3 CASE SPECIFICATIONS 


64 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 8/30/2011 


675 



6.3.1 Track 



6.3.1.1 Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents. The 
requester may write back later responding that they need the whole file, and a 
FOIA/PA Assistant working in Records Locator queue can change it to Track 2 at 
that time. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6 . 3 . 1 . 3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6 . 3 . 1 . 3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6 . 3 . 1 . 3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3. After you verify that the case is open, you may simply click “Send to 
Research” and you are finished with the case. 

6 . 3 . 1 . 3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to ‘‘Expedited 
Treatment” in this guide. 

6 . 3 . 1 . 3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6 . 3 . 1 . 3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6 . 3 . 1 . 3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 

0:\Foia\ F QIA^ L IBRARY\Case ^ Create^References\ Ca seCreate^Template ^L etters 

6 . 3 . 1 . 3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 
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6 . 3 . 1 . 3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6 . 3 . 1 . 3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” at 
the top of the file request. 

6 . 3 . 1 . 3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 


6.3.2 


Type 

Type : 


Privacy Act Request h 
i Referral FOIA Request 
| Referral Privacy Act 
| Privacy Ad Amendment 
Referral PA Amendment 


Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 


6.3.3 


Source 


Source * 


M 


Attorney' 
Commercial 
Education/Scientific 
F ore i g n Gove rn merit 
News Media 
Others 



White Ho uss/Corq ressiona! 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 
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• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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6.3.4 Category 


! Alien File 

j Align f ile? 

: Appeals 
I Asylum 
: Child Support 
:Cih2€nshsp National Rgvfe*: 
i Consultation 
i Contract 
Debts Owed 
iiOuai Cihatcship 
Family History 
iHaitlan Refugee Immigrabo: 
I Handbooks, Manuals 
: Inhen canee 
I Internal Audit 
I |n v as hga bo ns 
I Legal Immigration & Family 
iligalliatlon/Admlf'i Appeal 
! Medical History 
: ugk Addresses 
; Nicaraguan R Central Arne* 

• Non v a u Fde Ida t e n el 
(other 
I Pensions 
I Personnel 

i Proof of Naturalization 
: Referral 

(sfr. cases at nrc 
I Spec ial Inheres f Croup 

vxwxvxvxw-e:<«^ 




l Waste, Fraud, Abuse 


There are 30 different categories of requests. However, the most commonly used 
ones are: 

6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 195 1 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 195 1 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 
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6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section “What track is my case? ” that follows.) 

6.3.4.3 Personnel - The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC, FOIASIG . Click “Reassign Office.” Send the case to Unit 
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Chief. A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly. If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC. FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1 , 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 


(b)(6) 


The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, create it as OTHER then 
do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an 
acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a 
possible Genealogy 

d. Send an email t o the designated p erson who handles genealogy 

cases (currently f I with the control number. 


The designated person will review the request to determine if it is, in fact, a 
genealogy. 


If it does not meet the criteria for genealogy it will be returned to you in Case 
Create to send an acknowledgment letter and staff for records. 
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If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 


6.3.5 


Bureau 


Bureau 


CIS -V: 


lliipl 

ICE 


The three possible selections for Bureau are: 


ICE - Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 


CIS - Used for all other categories. This is the default in FIPS. 


CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods Note; If request is for entry/exit information and the 
requester/subiect provided an alien number, request the file. 


6. 3. 6 Is there a request for expedited treatment? 

Exp edited I N ot Req u ested j| 

I Requested I 

I Granted j 

j Denied i 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 
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or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

6.3.6.1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case. You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new information, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 

6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor’s decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed , either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation. If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases. 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
“Denied” in the drop-down box, create the Expedited Denial Letter, and then create the 
case as normal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select “Requested” and send the request to Unit Chief. E- 
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select “Granted” in the 
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Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

6.3.6.5 If you have made a determination to deny, or if the supervisor has indicated 
denial, you must select “Denied” in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 

|| 1 1 j £f'f j§| . Processing 

: Successfully generated letter Expedited Treatment FOIA Denial, 

Click on OK to continue, 

iSjcl 

if 


A dialog box will pop up. Select “Save”: 
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A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 


6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then change the 
Expedited drop-down box to “Not Requested” before you send the case to Up-front 
Approver . Because we are not generating a letter regarding expedited treatment denial or 
grant, and because it would cause erroneous reporting of Expedited Treatment Requests, 
you must change it to “Not Requested.” 
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6.3.7 


Is there a request for fee waiver? 


Fee Waived mt guested 


; Rsq uested 
! Granted 
i Denied 




The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 


A requester must meet two requirements in order for USCIS to grant a fee waiver: 


1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and Fee Waivers.” 


Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. You may determine to deny based upon the two 
criteria listed above. If you do so, you must select “Denied” in the Fee Waiver drop- 
down box on the FIPS worksheet. Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 


6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

0:\Foia\FOIA ii LI BRARY\Cas e i ii Cr eate iii References\Case ii Create iii T emplate iii Letters\Fee^ 
Waiver( denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 

6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” before you send the case to Up-front Approver . 
Because we are not generating a letter regarding Fee Waiver denial or grant, and because 
it would cause erroneous reporting of Fee Waiver Requests, you must change it to “Not 
Requested.” 


6.3.8 Print to CD 

E Print To CD 

ID PA Cited 



j In Litigation 
ID In Circular Search 
U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING “PRINT TO CD” 

6.3.8. 1 Check the “Print to CD box” on all new case creates, unless the mailing 
address of requester is to a correctional facility or unless the requester specified paper 
in the initial request letter (for requesters who are attorneys, the default is Print to 
CD). 

6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with “This office will 
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be providing your records on a Compact Disc (CD)” 

6 . 3 . 8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6 . 3 . 8.5 If a requester specifically asks for their records on paper, do not check “Print 
to CD” box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing 
the responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a Compact 
Disc (CD)” 


6. 3. 9 Is this a delinquent requester? 

□ Pri nt To CD 

□ PA cited 

n 

L j In Litigation ^ 

HI In Circular S earch: 

J Delinquent] 


The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan IXiUMQUS 

123 Dtwe 

Lees Summit MO 64036 


A 


(816; 555-5555 

sag vahoo.com fcc ' 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 




Sage Morgan 

123 Drive 

Lees Summit MO 640S6 
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The query results appear in a separate window. 


Query Results 



If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6 . 3 . 9.1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

6 . 3 . 9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 


Contents iJ21S:!fe:x Discussions Case Actions 

iCreate , Casg Not Started: 

SearcHyjir Duplicate Cases Not Started: 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 

If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


L Records locator Cas-e Prtxessw *!(.:; :.Cas* approver ij Unit Chief || Up4ront Approver Ifpeiid: :• Reas sign Office Send tc. Research j; Delete f jy] Open 


Before you move to another part of the case create process, click: 


Save 




6.4 SEARCH FOR DUPLICATE CASES 

Just before you create the case, you should look for duplicates. Duplicate cases are cases in 
which the request was submitted multiple times to the Service, or was inadvertently scanned into 
FIPS multiple times, or are cases that we previously processed. 

Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
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receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 

This does not include instances in which the requester has faxed the request and then mailed it. 
If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Clos e this 
cas e as ER (cr e at e d in e rror). Do not create such a case. Click “Send to Research.” That case 
will go to the research queue and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the requester did not provide an alien number, you may search 
by the subject’s last name and first name, or even by the requester’s last name and first name. 
You may use a percent sign (%) as a wild-card for these searches. For example, if the 
requester’s name is Jaime Vazquez, but you see he also has spelled his name Vasquez - you can 
search by Subject Last Name “Va%” and Subject First Name “Jaime.” 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 
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If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 




BPS Vv, 0 T “ Work 


Lmi Hmw 



then be ready for your next case. 


If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

3 . The requester is the same, and 

4. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Inst e ad, clos e this cas e as ER (cr e at e d in e rror ) Do not 
click “Create Case.” Click “Send to Research.” 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 

Contents . || Discussions Case Actions :$£ 


Task 

mm mmm 

•Search For Duoiicate Cases: 

Not Started 

Create Additional: Cases 'Q 

Not Started 

Create File Request 

Not Started 

Ac km wle d cement L etter 

Not Sta rted 

Final Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

N ot Sta rted 

Vaughn Index Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 
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(b)(6) 


The Search Results screen lists any FIPS cases that match the selected criteria. 

To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 



Control Number Scanned Requesters Requester s Last Name First Middle Topic 


# % 


5/9/2002 6:00:00 AM 

Last Name First Name 

Johnson Esq Laurence 

Nalubwaraa 

Name 

T'eopista 

Name 

& 


10/31/2002 6:00:00 AM Steel Esq 

Richard 

Shin 

Un 

Sook 

^ !:| 


5/3/20 10- 1:34:12 PM 

Site! 

5am : 

Site! 

Rick 




5/3/20*0 1:34:12 PM 

Sitef 

5am: 

Site! 

Ricfc 


h> a 


5/4/2010 1:22:47 PM 

Site! 

5am : 

Site! 

RoxAnne 


# & « 


5/6/2010 3:02:43 PM 

Richards 

Tim 

Richards 

Viki 

fiae 


Search Complete j I Search Again j 


A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Processing; 

Copied 1 documents without redactions* 


The responsive records now appear in the Contents List of the new case: 


Tasks 


Discussions 


Case Actions 


Document Type Pages Status Resp IMf 


rj Responsive Records k 2 1 % 

dp] Request Letter ^ 1 1 


Scanned- HOU 
Scanned 


w* 

Wm 


Mr-'-- - 

: mmmmrnmpm 


7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than your self)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 


7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No .consent js.necesi2^ .from .the M 
person judicially determined to be incompetent, however the parent/guardian must provide his or 
her own verification o f i dentity that i s notarized or signed under penal t y of perjury [6 C.F.R. § 

5 .21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

If the requester did not provide all four required pieces of information, you must send for 
additional requester documentation. A requester who provides full name, current address and 
alien number only has not provided sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
perjury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-361, Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of perjury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or permitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
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writing of the person making the same (other than a deposition, or an oath of office, or an oath 
required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that the foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent and/or 
verification of identity using the Track 1, Track 2 or Track 3 Ack Letter Requester Docs located 
at : O'. FoidFOIA LIBRARY\Cas e Crea t e Refer ences'Case Creat e T em p la te Lette r s or the 
form “Requester Documentation Attachment” located at: 

():FoiaF()IAJ J BRARY\Cxise_CreateJ(eferences\Case_Create_TemplaleJ .etters 
\Requester_Docs_A ttachment (4). Check the first box on the document. 


7.3 Reasonable Description of Records being Sought: 

If the requester provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request a file if there is only one match and there is no 
other indicator that it may not be the correct subject of record. 

You may possibly find multiple matches, or you may find no matches at all. In a situation like 
this, we do not have a reasonable description of the records the requester wants. We will have to 
send for additional requester documentation, specifically: 

■ Alien Number (if known) 

■ Application/Petition Receipt Number (if known) 

Additionally, we may ask for items of information such as mother’s and father’s names. The 
requester is not required by law or regulation to provide that information, but if the requester 
does not, we may be unable to locate a responsive record. 
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Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the fde request. In the 
“Contents” tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/PA Assistant working in Records 
Locator queue will request the file. The processor will use the requested information to verify 
the release of the correct records. 

Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not request a file. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Cent® nts Discussions Case Adriens Nistor 


• Cear-ch -For- Duplicate- Gases' 
Create Additional Cases 

Ac? nc-;-vfg'd'-i ff-p.cnt Letted 
Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
interest Letter 
Expedited Denial Letter 


Mot Started 

Not Started 
Mot Started 
Not Started 
Mot Started 
Not Started 
Mot Started 
Mot Started 


Records Locator ji Case Processor ; $ 


e Approver ijnit Chief ji Lip-front Approve'- ji Per.d | Reason Office ji; ;Ss 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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FIPS v7.0 Training buiid 06 v work Queries v Actions 

Processing Fes Information 

iil&^ : ' : : ' : ' x : ' : : ' : : 

Fes Estimate ; ; £3 Other Requester Documentation 

Prepayment Required: j j 


Stan: 


Other Requester Documentation 


Li Advance Payment Returned 
Li Add Lost File Paragraph 
□ Add Track 3 Denial Paragraph 


IMi-ana? Options 

No options found. 


} Cancel J 


We then click on “Generate Letter.” Our only option at that point is to click OK: 

'Ll" #’? i Ca$e36Q Home 

FIPS v7,9 Training build 06 c Work Queries •< Actions. Stan da Ions Search 

Processing Fee Information 

Successfully generated letter A ckno wied cement Letter-FOIA. 

:! Click on OK to continue. 

Ill 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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My Recent 
Documents 


Desktop 


My Documents 


My Computer 


: □ mlporter 

▼ i 

A; .java 

£; Global 360_updown_version 

^Application Date 

: #|NRC20 100005 1 1_6_REFERRAL 

US Desktop 

$:NRC20 100005 1 1_7_FA_PD 

A:?' Favorites 

ilNRC20 1000080 2_3_ONE_P AGE 

□LDClient 

ijNRC20 10000802_6_AK_FOIA 

/.../Local Settings 

1jNRC20 10000804_3_FA_RF 

□My Documents 

: -ijNRC2010000804_4_REFERRAL_AGENCY 

:;A;My Recent Documents 

$:NRC2010000806_3_STAFFING_PDF_ICE 

/□NetHood 

□ NTUSER 

•□Oracle Jar Cache 

•' / ntuser.dat 

□jPrintHood 


□SendTo 


//□Start Menu 


/□Templates 


© eistream upload 



My Network 
Places 


File name- 
Save as type: \ All files 


Save 


Cancel 


The acknowledgment letter will pop up: 
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Iliteii aft jgew ; insert: ; FprmatMiJbds ^hdowM HeipM M • •'• ••• = '■ ^ ^ * 

U : M: Normal t. . Times New Roman t.,11 t. . B / 1j i jig/) .£«: ▼ . ,£ x M -P- ^ , .t || . £?. . ,r. . jp 
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US. of Eftuncta jirf fowurity 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


US. Citizenship 
and Immigration 
Services 


NRC2010000806 


December 3, 2010 


T"r' : .: - ^ce C-s 


S nil Francisco, CA 


Dear 7.A ■■:/■ Uv Y 


We received your request foi information relating to Chi is P Bac on on Decembei 02, 2010 

Your request is being handled under the provisions of the Freedom of Moimation Act (5 US C § 552). 

It lias been assigned the following control number: NRC2 0 1 0000 $06 Please cite this number in all future 
correspondence about your request 

We respond to requests on a first-in, fust- out basis and on a multi-track system. Your request has been 
, placed m the complex track (Track 2) You may wish to narrow- your request to a specific document in 
ol der to be eligible for the faster tr ack To do so, please send a written request, identifying the specific 
document sought, to the addiess above. We will notify you if youi request is placed in the simple track. 

In accordance with Department of Homeland Security Regulations (6 C F.R. § 5.3(c)). your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
charged for searching for records sought at the respective clerical, professional, and or managerial rates of 
$4.00/$7.CKk$10 25 per quarter hour, and for duplication of copies at the rate of $.10 per copy. The fu st 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14,00 before we will char ge you any fees. Most requests do not requir e any 
fees, however , if fees in excess of $25.00 are required. we will notify you beforehand 

Tins office will be providing your records on a Compact Disc (CD) for use on youi personal computer, 
ji The CD is readable on all computers through the use of Adobe Acrobat software. Aversion of Adobe 

;< ,4 I % !'rtl>'9t will 111* 1 nYi4lli'1i*<l ftii tllf m Vfillt ) i»j iirilc' i 'll! 1>I* V Iin Vitlii' A mi VI 1 ti 1 (' C i' i <> Ml in d i Si' !>** 

qp .y. 




Sec 1 1/2 ; At 4.7" : Ln 27 Col 35 


; Page 1 


English (J S 
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■'i 10^! i h-^^^iiiiiiiii!^§^S B^fm^at :3jd»©{s T^ffcte &3ndGW yelp ::::::::::: / -- -. :■ :■-- :: : ’ •: - : : ▼ X 

p .f ft i . EEI . t. t- A. ril; 100% 


I;:: A: Normal 

VItV 


r: Times New Roman 

1 ... i ... 2 


. 11 


8 / ?| ji^H M 

3 1 ■ ■ i ■ 1 1 4 1 ' ■ 


£^ ::;: V : ’ :: 


s= m 


All requested information is cheeked below 


HI Consent. It appeals that you are requesting records about another individual. If that is the case, 
please submit either: (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) proof that that mdivnlual is deceased, e g a copy of a death certificate or an 
obituary. See 6 CFR §5,3 (a), 

|| Verification of Identify It appears that you are i equesting records about another individual If 
that is the case, along with the consent requested above , please submit a statement prepared by that 
individual, in which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of per jury as a substitute foi notarization. 6 CFR §§ 5.3(a) and 5.21(d). 

§| Verification of Identify: It appears that you are requesting records about yourself If that is die 
case, please verify your identity by submitting a statement containing yoiu full name, cm rent address, 
date of birth, and place of birth. Tins statement must be signed and the signature must erthej be notarized 
or submitted by you under 28 TJSC §1746, a law that permits statements to be made under penalty of 
perjury as a substitute for notarization 6 CFR §§ 5 3(a) and 5 .21(d) 

M Description of Recor ds Sought* We have determined dint your request does not reasonably 
describe the lecords drat aie being sought Please provide the following additional information. 

® Subject s Alien Number 

1 Sub jeef s App lie ation P e tition Re c e ipt Numb er 

H: Name o f Sub j e cf s P arents 

§§: Other Names Used by Subject 

M Other: Name of the person who filed the petition for you, when it was filed, other 
information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the r equester. Please include the NRO number listed above on all correspondence w ith this office. 
Requests may be mailed to the FOIA PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-578 5, You may also submit FOIA PA related requests to our e-mail address at 

us c is fo ia (tv dhs eov. 


■* «SJ ; 


Page 3 Sec 2 3/3 At 8.6" Ln 47 Col 52 Vb:: n : :::b 


A a J 


English (U S. 


The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add information after the “Other” checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of information you 
need: 
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Not checked 


Checked! 


Bookmark 


ivj check box enabled 
F] Calculate on exit 


Cancel 


The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 



Case Acti 

mm 

History 

ftesp tmft 

A-Numbet 

mmmm 


f:j 6§i Acknowledgement Letter- FGI A 

5 


Editing 



12/3/2010 10:14:14 AM 

iLil | check In Docu m ent £ 

5 


Pending 

DRD - SEA Seattle 

a 12345678 

12/3/2010 8:28:17 AM 

:|| 'Staffing'' 'Re sponge 

4 


Pending 

DRG - SEA Seattle 

012345578 

12/3/20 li 

8:23:17 AM 

H Staffing Letter - ICE PDF 

3 


Editing 

DRG - SEA Seattle 


12/3/20 1 ; 

S:2.S: 17' AM 

: HI Request Supporting Documents 

2 

4 

Scanned 



11/5/201* 

8:32:47 AM 

Request Letter 

1 

2 

Scanned 



11/5/201: 

8:32:45 AM 


j Records Locator ]| Case Processor )i Case Approver if Unit Chief J Lip-front App rev er | Pend | Reassign Om: 


Click “Open”: 
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Look in: j^mlporter 


£] cj- mb 


My Recent 
Documents 

nf 

Desktop 


My Computer 


My Network 
Places 


ii&s .java 

^Application Data 
jo Desktop 
i# Favorites 
i&iLDClient 
U:: Local Settings 

:fj Global360_updown_version 
®NRC20 100005 1 1_6_REFERRAL 
|iNPC20 100005 1 1_7_FA_PD 
11NRC20 10000B0 2_3_ONE_PAGE 
HNRC20 1000030 2_6_AK_FOIA 
I/NRC20 10000804_3_FA_RF 

I^My Documents 

DNRC20 10000804_4_REFERRAL. 

.AGENCY 

|&My Recent Documents 
&$NetHood 
Oracle Jar Cache 
oPrintHood 
joSencfTo 
ilS: Start Menu 
^Templates 

® NRC20 10000306_3_STAFFING_ 
®NRC20 10000806_6_AK_FOIA 
iNTUSER 
U ntuser.dat 

PDFJCE 

if; eistreamupload 



Filename: 

■HBH - 

Open \ 

Files of type: \ All files 

▼ : 

Cancel \ 


Open as read-only 


You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, you send the case to “Pend.” 




Case 

Actions 

History 







Papes 

Status 


A-t-toiiiber 

' v ::DiSfe v - v - 

O 

Recu ester OocuroentatiQn 

s 


Pending 

Requester 


12/3/2010 10:4Q:40 AM 

1 

Acknow 1 e d c e me nt Letter-FOIA 

7 


Editing 



12/3/2010 10:40:40 AM 

1 

Ackno w 1 e d ge merit Letter - FOIA 

6 


Inactive 



12/3/2010 10:14:14 AM 

:i 

Responsive Records 

5 


Pending 

DRO - sea Seattle 

012345573 

12/3/2010 3:20: 17 AN 

i 

Staffing Response 

4 


Pending 

PRO - SEA Seattle 

0 12345573 

12/3/2010 8:28:17 AN 

1 

Staffing Letter - ICE PDF 

3 


Editing 

DRO - SEA Seattle 


i 2/3/201 0 3 : 28;; 1 7 AM 

0 

Request Supporting Documents 

2 

4 

Scanned 



11/5/2040 3: 32 >47 AM 

m 

Request Letter 

. . . 

2 

Scanned 
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When the requester provides the additional information, A FOIA/PA Assistant working in 
Records Locator queue will request the records. 
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7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verify ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. 

Third party requesters are entitled to any public documents that may be in the file they are 
seeking, as well as documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and 
says in her request letter that she does not know where he is or says she cannot get his consent, 
do not send a request back to her for her husband’s consent. In a situation like this, simply 
request the file and put a Discussion in FIPS that it is a third party request without consent. In 
the above example, if she did not specifically say she cannot get his consent or that she does not 
know where he is, do not request the file. In a situation like this, send a request for consent and 
pend the case for requester documentation. 


7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
( NR C , FIPSPROBLE M) , or in other situations to the MSB mailbox (NRC , NRC F OIAMSB ) . 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 
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8.3 REQUESTS: Routine use, no consent required, not FOIA 


USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 


8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 
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OA room will mail the request to the following address: 


Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 

800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only , follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 
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Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


8.7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
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PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 
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Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 


8.9 REQUESTS: Official Personnel File 

You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 

You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 


8.12 REQUESTS: Return of original documents 
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Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


8.13 REQUESTS: Privacy Act Amendment 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 

4. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 
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8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 


8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 


105 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 8/30/2011 


716 



Office; me 


Change Office 




j \l j Print Options,., oh*: ; I • 

II U * . 20S7V 2Ste 


itopaTteeto* of ItamdamJ SectttKy 

VJL Citefiabtp and Lms?g>atio& Sefpwgb. 


NOTE; Vm nfthh fam in epd^nal Any written format for a Fr^om of lafemiatipn <; 

STAIIT EEEE - ar prtot In black fnk» R&ati totractlQias before campkth 
L Type of Heque&t (Cfmk appropriate box) 

Select “Print.” FIPS will then print out all the pages of the request. Get those pages and take 
them to the designated appeals POC (Currently Beth Stokes). After you are sure the pages 
printed correctly and you have control of those pages, click “Delete.” This is possibly the only 
time you ever click “Delete.” 

it.., l: :..... 

I pgte j OBpP nS 


8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 
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8.18 SITUATION: Subpoena or court order 


If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC. FOIA PROGRAM; McDaniel. Marcia M (clicking 
the link generates the e-mail) providing the REQ number and information indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests. 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 


8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled C as e S pecifications , Ca t egory 4 ( Ot her). 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 
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8.20 SITUATION: Certification of record for dual Italian citizenship 


If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program. Refer to the section entitled 
Cas e S p ec i fications, Categ o ry 4 ( O ther). 

If the requester’s relative is deceased, he or she must submit the request to th e USCIS 
Genealogy Program . The web address for more information and instructions for submitting 
their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in order to 
apply for dual Italian citizenship. According to information obtained from the Italian Embassy in 
Washington, D.C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that we release as part of this FOIA request will serve that purpose. 


8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 
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NOTE: You may find the complete list of criteria in Section 3, “Category of request” in the sub- 
paragraph “GEN. ” 


Mr. Crab meets one prong of the criteria for genealogy because he was bom long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. If NFTS shows that the a-number has been retired to NARA, it means we 
have turned the records over to NARA permanently. The requester will have to send a request to 
NARA. Please select FINAL ACTION OPTIONS when creating the Acknowledgement Letter, 
select NA and replace the normal Acknowledgement Letter with the NARA Historical Record 
Letter located at 

0:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters/Historical_ 

RecordLet ter. 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), request the file. 


8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
ki dsofkathmandu . org). 
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Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. In cases like this, it is likely that the adoption never 
happened. If that is the case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 


9. REFERRAL AND REDIRECTION 

9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U.S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIP S will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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File name: 


Save as type: 




jiAII files 


Save 


Cancel 


You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 
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Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.” 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
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another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection. Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry /exit information and the request er/subject provided an alien 
number, request the fde. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 


9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 
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9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC, FOIASIG . After that, send the case to 
Unit Chief. 


9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See En t ry/Exit CBP information above. 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 


11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A- number provided on the request (with example sta ffing ) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents’ names) to 
complete the case create. If any of the required elements are missing, request the additional 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 



117 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 8/30/2011 


728 


12.1.1.2 Submit your location 
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12.1.1.3 Select “Inquiry” 
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12.1.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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12.1.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.1.1.6 


“Blued in” information 


• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

12.1.1.7 The FOIA Operations Division Intranet Page 


Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the FCO List, which also has the RPC Reference Guide. 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That’s important for staffing. 
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Criminal Alien Program 
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If ALL 

Di 

Deferred inspection 
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Deportation 

DRC 
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DRO 

i? Co. Jaiis, Prisons and 
Processing Centers. 
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D & R 

Detention and Removal 

DRC 


ALL 


Detention Facility Name 

DRC 

This includes Co, Jaiis. 
Prisons and Processing 
Centers. 
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District Counsel 

OPLA 
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EX 
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FD 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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- 


FOIA FCO LIST ■ usdat&d 4/29 TO 



Use il« vilkJTTS tVrfj La: 

psicv Sf^eea a«?c>:b»L 





city; 

STATE* 1 

STAFF 


FCO 

OFFICE NAME 

PflOVSiCE 
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12.1.1.10 Figuring out a Staffing Scenario 


The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 



. ' Search ; A f Favorites : i 


foj v-i> : ' AT CS -Home : i : Sp. Diet : cjjaj Google : ■ : Time ^Translate : y 
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L* 
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OC-Oteto County- : 
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ie ... Gray Kiome y 
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Finished searching for: 

DRO 
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12.1.1.11 Generate the file request 

Go to the “Tasks” tab and click on “Create File Request.’ 
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i * ! -■ L.£ A S'" 

Mat Siarifid 

L'ksck kev-A v 

Mot Stalled 
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Not Started 
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Hot Started 
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Pagp i cf ;. 80,5 : % v^cXj'ig vdf&ft; i 

Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. 
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12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 

Processing Fee Information 


A- Number jQ 12345678 !; 
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i DRO - POO 
i; DRO - PRO 
iji DRO - REN Reno 
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12.1.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
(Check Out).” 
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ISSit-’CfISikO-iv' ! 

l 

2 


8t32;4S *** 




vL>>uk;i 
iNSVi? f F<i$f 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 


;Rfe Edit View insert Format Toots Table Window Help ", -v, - 

vifc Normal 7 : Times New Roman 7 . 11 .* \ B I.-.M: 


■JP 
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; 100% 
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December 3, 2010 

MEMORANDUM FOR. 

DRO ■ SEA Seattle 
Deportation Asst. 
206-83 5 -0061 
Bouts Won? 


ATTN Bonly W 011 ? 


U.N Dcpwlmart of Hwnd:<«d Suavity 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


U.S, Citizenship 
and Immigration 
Services 


NRC 201000 «S 0 (> 


FROM: 


NRC FOIAPA 


s Q pj: 

: ; graW;T:. 
Page; |ii 


SUBJEC T Freedom of Information /Privacy Act Request NRC '201 0000806 
Alien # 012345678 
Subject Name Chris P Bacon 

The attached FOIA PA request is forwarded to your office for action Due to the subject matter, there is a 

high probability your office will have records responsive to the request 

• Please conduct a thorough search for all responsive records physically in, and within the functional 
purview of your office. 

• Send a copy of all r esponsive documents to the FOIA office in then- entirely. DO NOT MAKE 
REDACTIONS* 

• Bracket any documents 01 portions thereof that you believe should be withheld. Please include a brief 
explanation for your action. Tire FOIA Staff will not release those items so indicated without 
further discussion with you* 

Should you need other assistance or believe this request should be staffed to another office, please 

3 E3 y|i 

^u:oSh:po: - - \ □ O -J y ^ H d . J || 

Seel 1/2 At 4" Ln 23 Col 19 T i. : English (U,S. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 


Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.1.1.15 Save changes and check it back in 
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After this, send the case to “Pend.” 


12.1.2 Two or more A-numbers 

Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 

“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S: -Record ()ps\Fi/es 
to Comolidate . xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-fdes/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Staj^ngSc for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON : FOIA.HBGfi]ejequest. Do not request DIG T-files at HBG with RPC codes XX, XY, 
ZG, ZY , o r ZZ . Refer to the Staffing Sheet Guide for the most current information. 


12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF ACS/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T-files. 
MSB will know the file is digitized because you have staffed using an RDF file request. This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 


NRC.” 


12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 


Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED IND:” 


If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 
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When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: file request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 
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We received yoiu request for information relating to Glenn Diaz Hernandez on December 06, 2010 

Yam request is being handled under the provisions of the Freedom of Lifoi motion Act (5 U.S.C J 552) 

It has been assigned the following control number NRC21U0000S0S. Please cite tliis number in all future 
ton respondent about your request. 

We respond to requests oil a fiist-in, first- out basis and on a multi-track system Your lequest has been 
placed in the complex track (Track 2t You may wish to narrow youi request to a specific document m 
oi dei to be eligible for the faster track. To do so, please send a written request, identifying the specific 
document sought, to the address above. We will notify you if your request is placed m the simple tr ack. 

Li accoi dance with Department of Homeland Security Regulations [6 C.FR. § 5.3(c)), yom' request is 
deemed to constitute an agreement to pay any fees that maybe chargeable up to $25 ,00. Fees may be 
char ged for searching foi records sought at the respective clerical, professional, amfoi managerial rates of 
$4 .00; $7 00 .'$10. 2 5 per quarter horn . and for duplication of copies at the rate of $.10 per copy. The first 
10(1 copies and two hours of scotch time are not charged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees. Most requests do not require any 
fees; however, if fees in excess of $25,00 are required, we will notify you beforehand. 

Tins office will be providing vour records on a Compact Disc (CD) for use on vour personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto papei Only records 15 pages or more are eligible for CD printing To request yom 
responsive records on paper, please include your control number and write to the above address Attention 
FOIA/PA Officei , or fax them to (816) 350-5785. 

Eased on the information you provided m your request, we conducted a search of our records locator 
index system. Tins initial search indicated that the requested record is lost or missing As a result, we 
have asked the Records office to initiate a lost missing file search Tills process takes an unknown amount 
of time, therefore, we request your mid ei standing and patience. Once the file is found, we will process 
and provide it to you. If the file cannot be found, we will notify you of our findings. 

USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to yoiu request, please ensure any Social Security Numbers on 
the documents are blanked out or removed 
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When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 

12. 7.3 Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

12.7.3. 1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12.7.3.9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
PCQS, 

c. and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: A- 
file has been lost for more than 9 months and no other records 
exist. Closing as UT. Detail all systems searched as part of this 
Discussion. 

12.7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Otherwise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” create a 
Discussion with the subject “Unit Chief’ listing the date the file was staffed, the date the 
request was cancelled, and the date the file status was changed to lost. Send the case to 
Unit Chief. You’re done. 

12.7.3.4 If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” 
please move to the next step now. Othenvise, if there is a 9101 screen containing “EARM- 
X” “DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

12.7.3.5 Create a Final Action Letter and select the status UT. In the final action 
letter, after the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including screen prints 
of the electronic record.” Go to the next step. 

12.7.3.6 In the UT final action letter, attach the screen prints to the letter 
electronically (cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to Up-front Approver. You’re done, unless the case is later 
returned to you for further research. 

12.7.3.7 The Up-front Approver will review the UT letter with the inserted screen 
prints. If he or she is satisfied that a thorough search was conducted, the approver will 
forward the case to FOIA Approver. If the approver is not satisfied with the search results, 
he or she will return it to you for further research. 

12.7.3.8 The FOIA Approver will review the research and either close the case or 
return it for further action. If the case is approved, the FOIA Approver will close the case. 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
.i.0.c!uding.NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for 
the following additional files: XXXXXXX, XXXXXXX, XXXXXXX. 
Once they are received, please review. Please also verify that the 
original a-file is still lost. If the original a-file has been consolidated in 
fact but not in the systems, please process and send your case to 
approver. Also send an e-mail to the MSB for resolution. Include both 
a-numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a-file is 
lost. Your case will close as a PD even if no redactions are made. 
Thank you. 


12.7.3. 10 Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. Any T-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.7.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

Q: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 


12.7.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. It is important that you provide as 
much information as possible on the Records Indexing file request. The name of the 
subject, year of birth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 
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Naturalization dates 


which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NO RECORDS. 


TO RECAP: If the subject has had no business with the service since 1975 or earlier, 
they may or may not have a CIS record. If they do not, then staff to records indexing. If 
the subject has had business from 1976 forward, do not staff to records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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^ File Edit Session Transfer Program Options Window Help 
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COMMAND: 

A#:: 999099090 NAME: 
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I MME CRATI ON AND NATURAL! Z ATI ON SERVICE 
CENTRA. INDEX SYSTEM - SEARCH MENU 


94/09/98 
09: 07: 01 

DOB:: 0:0000999: 


( A/AA/A B/ C/DA/DL /FB / F P / 1 /PR / S S / T C! 


( 02! SOUNDS- L I KE NAME 

103! EXACT NAME 

[34! AREA (ALIAS) NAME 

(05! LAPS EXACT NAME 

( 361 SOUNDS- LIKE NAME 1 TH DOB 


OTHER MENU SELECT! OHS 
1 92! DATA Dl SPLAY MENU 
; S3! ADD TRANSACTIONS MENU 
| 94! RECORD MAI NT E NANCE MENU 
I 95! FI EE TRANSFER SUBSYSTEM 


ill! MANUAL SEARCH REQUEST I MR) 

1 12) MANUAL SEARCH RESPONSE | SRI 

(15! ON-LINE A- NUMBER REPORT REQUEST 


SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EC, A1234567S9). 


CLEAR EXIT 


PE 5 HELP 


PF6 CI S 


NUM OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary /applicant (3) AND as petitioner 
( 6 )- ^ 
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^ File Edit Session Transfer Program Options Window Help 
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When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR, 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 


12.7.7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.7.8 ICE files 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 
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Office Section 

Acronym 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
R DF for scanning. Those offices eithe r scan directly into FIPS for us or w e ex p ort the A- 
file from .EDMS. Therefore, if the A-file is at one of the above service centers and there 
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(b)(6) 


is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 
MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt fdes from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN) For example, 

I fe te., are not receipt files we 

can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
the box “Responsive Records” and take to person designated to scan RAFACS- 
only responsive records. Pend the case. 
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12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


12.7.13 Archived receipts 
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This screenshot shows a receipt that has been archived. 


If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to request the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the U SCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
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evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 

3. You may call the NVC automated help line at 603 - 334-0700 and enter 
the receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt files; 
Lost receipt file, File destroyed or File cannot locate. . 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDJ” or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes , call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 


12.7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS (not RAF ACS/CIS) staffing slot only. The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 
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After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on “Reassign Office” 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC. FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER ” Please refer to REQUESTS: Return 
of ori g inal d oc uments. 
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You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 


Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


16. EC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Letter s\Fai lure to 
Comply_Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated letter. 
Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 


We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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Records Letter j j Case Processor j ; Case Approver : Unit Chief jU idp^ont^p^roye-r j : Pend i | Reassign Office 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 

ivf \ $ Case360. Home 

FIPS v7,0 Training build 06 v work Queries Actions Standalone Search 

Processing Fee Information 

Successfully generated letter Acknowiedgement Letter-FOIA. 

/ Click on OK to continue, 

H 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 


19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 


20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned). If the fax needs to be scanned in before reviewing, the FOIA/PA Assistants can 
scan it in and notify you. They may also deliver the fax or mail if needed. 


22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 
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23.1 THE OA ROOM (NRC, FOIAOA) 

\rVYVVV¥V¥¥VVVV¥¥¥&V¥VVV¥V¥¥V¥VVV¥V¥¥VVVVV¥¥Y¥V¥V).X 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• The requester has either has a changed or new address; therefore, the records need to be 
re-printed and re-mailed to the requester. You need to state in your instructions to the 
OA room that you’ve made the changes to the address in the final action letter. Correct 
the address on the final action letter and the FIPS database. State that you’ve changed the 
address in a Discussion. 

Don’t forget to add a Discussion to the original case. 

23.2 MSB ( NRC, NRCFOIAMSB ) 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 

of the case, and specific instructions relating to the case. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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If responsive records need to be copied from one case to another 




• If records are incorrectly scanned in a case and need to be removed 

All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 


23.4 FOIA FILE REQUEST 



Send e-mails to FOIA File Request if you discover A file sitting on a shelf and it has not been 
scanned in to the case. Include the control number and the A-number in these e-mails. 


24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


25. MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


25.1 RETURNED MAIL: 

25. 1. 1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 


174 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 8/30/2011 


785 



Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on the 
“IT to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1 . Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 
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25. 1.3 Final Action Letters 


Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 
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a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 


25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of FOIA/PA Request ) 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 

• Correspondence about delinquent payments (including checks) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 
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Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the MSB supervisor. A supervisor must review the correspondence 
and make a determination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 


25.2.2 Requester documentation /additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
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requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LIBRARY\Case Create References\Template Letters\FC Letter. 


25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
( ww w.u sci s .gov) . 

From www.uscis.gov, find the link near the bottom of the left column under “Other 
Services” marked “FOIA Reque st S tatu s C h eck.” Click there to navigate to the online 
status check page. 

The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 
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If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 

If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the “Q” button. Change the information on the 
letter that shows the status of the case, replacing it with the results from the online status 
check before you close and save. Use the latest Status Letter from 
O:\Foia\FOIA JJBRARYCasejOreate_References\C'ase_Create_Template_Letters. 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 
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26. BLANK TAPES/CD’s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. 
below. If you feel that you have a true congressional request or appeal, control the case, put the 
case in Unit Chief and e-mail your supervisor the control number. A supervisor will either send 
the case to SIG or return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


29. INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 
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1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 
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32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 

• Requester docs have been received 

• Requester writes to request the record on paper 

• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. 1 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.2 Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action on 
the case. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests and re-staffing due to age affects the 
aging reports and makes it impossible to track these pending cases properly. Please continue 
to repend these cases as necessary. 

32.5 If the A file has been scanned in and we are waiting on a T-file, review T-file staffings in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send the 
case to the processor. 

32.6 If the A-file has been scanned in, but there is an open pending slot for a T-file: Review 
“T” file history in NFTS. If the “T” file has been consolidated /combined with the A-file, 
check the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 
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32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32.7. 1 Check all offices for duplicate cases in FIPS using the alien number. 

32.7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 

32.7.3 If you find a duplicate case, make a Discussion and advise NRC, FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other documentation box. 
Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References'^ ase Create Template Letters\Requester 
Docs Attachment). Check the boxes required and pend the case for Requester Documentation. 
If the processor is asking for information that is already present in the scanned documents, put 
in a Discussion asking for clarification on what the processor is requesting. You may also 
have to point them to the slot where the information is currently contained. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PII provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create Template 
Letters\Failure to Comply Letter. Send the case to approver when you are finished. 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply letter- 
Consent. The template is located at: O:\FOIA\FOIA Library\Case Create References\Case 
Create Template Letter s\Fai lure to Comply Letter. Send the case to approver when you are 
finished. 

32.13 If a request for consent is returned but the requester says he or she is a third party 
requester (they have no relationship to the subject of the record and cannot or will not get 
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consent), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 

32. 14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request the correct file. You must 
then send an e-mail to FIPS Problem mailbox and ask that the wrong records be removed. 
Clicking the link above will automatically send a copy to the FOIA Program mailbox. 

32.14.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there are 
two cases for the requester. If not, you will need to correct the one that exists to become a 
request for the beneficiary’s information. Locate the correct records and re-staff 

32.14.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible that the 
scanning contractor has scanned the wrong file into this case. Here are the steps to follow if 
you believe this may have happened: 

32.14.3.1 Look for a pending case for the records that were scanned into 
your case. 

32.14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.14.3.3 If they have not, you’ll need to have the records moved from 
your case over to the correct case. You will have to have the slots in your 
case re-set to pending by the NRC, FIPS Problem mailbox. Clicking on 
the link will automatically send a copy to the NRC FOIA Program 
mailbox. 

32. 14.3.4 If the pending case already has records scanned in, review those 
records. 

32.14.3.4.1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 

32. 14.3 .4.2 If they are duplicates, then you do not have to do 
anything with that case. 
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32. 14.3 .4.3 You will need to have the wrong records removed 
from the staffing response and responsive records slots in your 
case. Send an e-mail to the NRC, FIPS Problem mailbox. Clicking 
on the link will automatically send a copy to the NRC FOIA 
Program mailbox. 

32. 14.3.5 If you pull a case in Records Locator queue and there is a 

Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 

32. 14.3.5. 1 The request must be over six months old before we 
send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 

32. 14.3.5.2 If the interim interest letter is returned saying the 
subject is no longer in custody and we do not have another address 
for the subject, you can close the case FC. Do not close out the 
case FC without the returned mail. 

32.14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 

32. 14 3 .6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32. 14.3.6. 1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose “RD” and select “NVC” 
from the drop-down box. Save the document and check it in. 

Send the case to Up-front Approver. 

32.14.3.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to Rece i pt files ; L os t receipt fi le . File destro y ed 
or File cannot locate . 

32. 14.3.6.3 If the receipt file has been rejected by the service, 
there are no records to retrieve. Close out as No Record, with an 
explanation of rejected receipt files. 
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33. REPENDING IN RECORDS LOCATOR QUEUE 


33. 1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF AC S/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 


33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the NRC case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffmgs for files, then 
e-mail NR C, F OI AF IL ER E Q to research and to have the file scanned in if necessary. 


34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34. 1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 
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34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 

34.3 The requester has a Track 2 case and provides the required documentation to change 
their request to a Track 3. Prepare a status letter and advise the requester that their case is 
nowin Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. 


35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC, FIPSPROBLEM mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 

- The number of pages scanned in. 

Send the case to Unit Chief/Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 

Lost File 
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36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 


Cases received in Records Locator queue that need acknowledgement letters must be re-assigned 
to a Troubleshooter in the Case Create role. Please contact a supervisor with the NRC Control 
Number and ask that the case be re-assigned to you in the Case Create role. 


37. RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 


39. IN TRANSIT FILES 


If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 


40. MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 
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41. MSB DIRECTED PROJECTS 


Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIAFax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786, 5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www.uscis.gov 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Cuidad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 

196 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 8/30/2011 


807 



LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL- Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 
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SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI- Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV-Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 


201 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 8/30/2011 


812 



APPENDIX E: FORMS 


.WW : USC]S,£0V 

Title 


Alien's Change of Address Card 
Genealogy Index Search Request 
GenealoqvRecordsRequest 

Notice of Entry of Appearance as Attorney or Representative 
Bjograph|_c Information 
Biographic Information 
Bjo.qraphiclnfor^ 


Fr.ggdpm.olJnformatio 

Verification Request (Non-SAVE agencies) 

Dpcument^yerjfica^ 

Document Verification Req uest (SAVE Agencies) 

Return of Original Documents 

Application for Replacement/lnitial Nonimmigrant Arrival-Departure Document 
Petition for a Nonimmigrant Worker 
Petition for Alien Fiance(e) 

Nonimmigrant Petition Based on Blanket L Petition 


Form Number 

AR-11 

AR-11SR 

G-1041 

G-1041A 

G-28 

G-325 

G-325A 

G-325B 

G-325C 

G-639 

G-845 

G-845 Supplement 
G-845S 
G-884 
1-102 
1-129 
I-129F 
1-1 29S 
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Title 


Form Number 


PgMQDJPI AHen .Relativ e 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Ap.pJicatign.for Advance Permission Jo. Return to.Unre|in^^ 

Application for Advance Permission to Enter as a Non-Immigrant 
Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppJIcationforR 

Notice of Appeal or Motion 
PPiiiiQPJPr.Amerasian^Wid 

Affidavit of Financial S up port and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Bluest toJEjtfqrc^ JjlnanHCiaU^^ 

forP.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


1-130 

1-131 

1-134 

1-140 

1-191 

1-192 

1-193 

1-212 

1-243 

I-290B 

1-360 

1-361 

1-363 

1-485 

1-485 Supplement A 
1-485 Supplement C 
1-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
IN A) 

Waiver of Rights, Priveleges, Exemptions, and Immunities I-508F 
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Title 


Form Number 




Application To Extend/Change Nonimmigrant Status 


For .persons '.seeking ,y,nonimMgfAQt. status Vyh 
status. 


Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
or Change/Adjustment to/from A, G or NATO Status 


Application for Asylum and Withholding of Removal 


Petition to Classify Orphan as anjmmediate,^ 


Application for Advance Processing of Orphan Petition 


Application for Waiver of Ground of Inadmissibility 


Application By Refugee For Waiver of Grounds of Excludability 


Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
thejmmigration andj^ation^ 


Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 


Application for Status as a Temporary Resident Under Section 245A of the Immigration 


Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 21 0 of the 
Immigration and Nationality Act 


Report of Medical Examination and Vaccination Record 


Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
Natjonality Act 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245A of Public Law 99-603) * 




1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 

1-698 

1-730 
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Title 


Form Number 


PgjMQP-AQ-Rg™ 

Application for Employment Authorization 
Application for ; Replacement of N 

Petition to Classify Convention Adoptee as an Immediate Relative 

AppJicatipnjor.Detejmmatjpn.pf 

Application for Family Unity Benefits 

Application for Temporary Protected Status 

Application for Action on an Approved Application or Petition 

Petition by Entrepreneur to Remove Conditions 

Inter-Agency Alien Witness and Informant Record 

Affidavit of Support Under Section 21 3A of the Act 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

PovMy-Q-ljldgjines 

Intending Immigrant's Affidavit of Support Exemption 
Sponsors Notjce i.olChange_pf_Add 


(Pursuant to Section 203 of Public Law 105-100 (NACARA)) 

Employment Eligibility Verification 

Application to Replace Permanent Resident Card 

Application for Authorization to Issue Certification for Health Care Workers 


1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 


1-9 

1-90 

1-905 
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Title 


Form Number 


Request^ 1-907 

Application for T Nonimmigrant Status 1-914 

PgtjtjqnforUN 1-918 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 1-929 

Ap.pJica_tiqntoFjJe__D N-300 


Request fo r a Hearing on a Decision in Naturalization Proceedin g s (Under Section 336 N-336 

of the INA) ’ - — 


MonthlyReportNa N-4 

Application for Naturalization N-400 

ReguestforCertjfjc^^ N-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJicatjon.for.RepJacement.NaJura N-565 

Application for Certificate of Citizenship N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

A DDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 
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BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 
BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 
BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 
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CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 
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DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 
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EEV 


Employment Eligibility Verification 


EFOIA Electronic Freedom of Information Act (initiative) 

ENFORCE Enforcement Case Tracking System 
EOIR Executive Office of Immigration Review 

eOPF Electronic Official Personnel Folder (eOPF) 

EPA Environmental Protection Agency 

ERO Eastern Regional Office 

ESC Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI F ederal Bureau of Investigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 
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FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOI A Freedom of Informati on Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 

212 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOI A Officer 

Updated on 8/30/2011 


823 



GPO 


Government Printing Office 


GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 
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I-485B 

1-539 

1-551 

1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

IBF 

IBIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 


NACARA Supplement to Form 1-485 Instructions 
Application to Extend/Change Nonimmigrant Status 
Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 
Immigration Card Facility 
Information and Customer Service 
Integrated Digitization Document Management Program 
Automated Biometric Identification System 
Identity Management System 
Individual Development Plan 
Immigration Examiner 
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II 


Immigration Inspector 


IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

IJ Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 
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KST 

Known Suspected Terrorist 

LAPR 

Lawfully Admitted Permanent Resident 

LAPS 

Legalization Application Processing System 

LEAD 

Leadership Education and Development 

LES 

Law Enforcement Sensitive 

LESC 

Law Enforcement Support Center 

LIFE 

Legal Immigration Family Equity (Act) 

LIN 

Northern Service Center (Lincoln, NE) 

LOU 

Limited Official Use 

LPR 

Lawful Permanent Resident 

LULAC 

League of United Latin American Citizens 

MFAS 

Marriage Fraud Amendment System 

MOA 

Memorandum of Agreement 

MOU 

Memorandum of Understanding 

N-300 

Application to File Declaration of Intention 

N-400 

Application for Naturalization 

N-565 

Application for Replacement of Naturalization/Citizenship Document 

N-600 

Application for Certification of Citizenship 

NACARA 

Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS 

Naturalization Application Casework System 

NAILS 

National Automated Immigration Lookout System 

NBC 

National Benefits Center 
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NCIC 


National Crime Information Center 


NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Proj ect 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 


218 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 8/30/2011 


829 



PC 


Peace Corps 


PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 

RAPS Refugee, Asylum and Parole System 

RAVU Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 
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STAR 

System for Time and Attendance Reporting 

TAC 

Third Agency Checks 

TAP 

Tuition Assistance Program 

TCDD 

Training and Career Development Division 

TECS 

Treasury Enforcement Communication System 

TPO 

Transformation Program Offices 

TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 
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USMC 


United States Marine Corps 
USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

VD Voluntary Departure 

VIS Verification Information System 

VTVPA Victims of Trafficking and Violence Protection Act of 2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

WSC Western Service Center (same as California Service Center) 

WTC Western Telephone Center 


222 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 8/30/2011 


833 



APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department. Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing by any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System 1FIPSI - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis. go v/ p ortal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 55 i 


u 


• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


jTraek *L£. 




Track history 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create How Chart for All my records. 
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What is the requester asking for? 


Entry Exit, Voluntary 
Departures, arrests at the border, 

m 


Visa Wo. BLE, visitor. 

U-m 


Criminal history, ar rests not attire 
border , depoi tTition, F, J, M. Visa. 
SEVB. 


Was Anumber provided? 


Is the requester the petitioner or the 
beneficiary? 


Did requester provide an A number? Was Anumber pr 




A number found? 


Gq out for RF this to 

missing A pgp 


nmnbei. 
PH and or 


Was ail required 
PII provided for 
either the 
Petitioner 01 the 
Beneficiary along 
with consent from 


Was an A number 
or receipt number 


required PII and 
consent from the 
beneficiary? 


Do we have 
consent and all 
required PII? 
(COB, DOB, A 
number, 1 
parent’s name? 


Search for A 
number. 


consolidated 
into an A file? 


Go out for any 
missing PH and/or 
Consent. 


Call the NYC . Ifnot 
attheNVC, staff to the 


center. (ESC/EAC, 
S SC/SRC, 
WSC/WAC, 

MS C/NBC or 


Go out for requester 
docs. 


Staff for A file. If the only thing that 
is found is a receipt file, AND it 
pertains to the request, check NFTS 
and ifnot consolidated, staff to the 
appropriate service center. (ESC/EAC, 
S SC/SRC, WSC/WAC, MSC/NBC or 
NSC/1 IN. 



Go out for 
missing A 
number, 
PH mid or 


RF this to 
ICE 
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Lost File Flowchart 


Less than 9 months More than 9 months 



In the UT final action letter, attach only the 9101 screen print of the subject 
23 1 (Cut and paste from CIS) to the last page of the UT letter. 
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In your discussion, note all systems you checked and specify the date lost 
in CIS. Make sure your CSD’s have been sent for scanning and send 
case to Up-Front Approver. Stop: you are done . 
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ISSUED FKZ-lStiB 

PSTCCIAL- TILES 

A DO! -CGC-SOO 

A 011-999-999 





.ADJUSTMENTS 

PSYSCIAL FTL-ES 

A 012 000-000 

A 

CREWMAH 

PHYSCIAL FILES. 

A 015-00D000 

A £1*5-999-999 

ADJUSTMENTS 

PKYSCIAL TILES 

A 017-OfifrOOO 

A 029-999-999 





VI 5A (STATE DEFT;.: 

PKYSC 1AL FILES 

A 030- 000-000 

A 059-999-999 

ADJUSIMENTS 

PHYSCIAL FILES 

A 070000-000 

A 070-49 1-200 

FAMILY FATKJfESS 

PKYSCZAL FILES. 

A OTO-f&l- 201 

A 070-503-200 





ADJUSTMENTS 

PBTCCIAL FILES 

A 07C" 507-201 

A 070- 527-200 

FAMILY FA5RKESS 

PfEVECUL FILES 

A 070-527-201 

A 070-957-200 

ABJtfSTMEXTS 

PSYSCIAL FILES. 

AC7&-987-.2C1 

A £77-536-951 





NOSOVC- 

PKYSCLAL FILES 

A O77-50£~952 

A 077-537-451 

ADJUSTMENTS 

FBYSCL4L FILES 

A 070-537-450 

A 079-999-999 

BORDER AFBRK&ESSECSfi 

ELECTRONIC ONLY 

A 060-000-000 

A £3*3-899-999 





ADJCrSIUSXTS 

FHY5C1AL FILES 

A 066-900-000 

A £s9 -999-999 

LEGALIZATION 

PHYSCTAL files 

A 000-000-000 

A 092-999-999 

TEMPORARY PROTECTIVE STATUS cTPSJ 

PSSYSGUL FILES 

A09A-000-000 

A 094-250-500 





TEMPORARY PROTECTIVE STATUS $TPS) 

PKVSCIM- FILES 

A 09442&-751 

A 094-334 -2£0 
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PfSYSOIAi. FILES 
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A 094-084-251 

A 094-399-500 

KOSOVO 

PBYSCIAL FILES. 

A 094-395-501 

A £94-404-750 
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PKYSCZAL FILES 

A 094-404-751 

A 094-500-000 





KOSOVO 

PKYSCZAL FILES 

A 094-502-001 

A 094-527-000 

TEMPORARY PROTECTIVE STATUS (TPS} 

HSYSCttL FILES 

A 094-750-000 

A 095-099-999 

NSC ORPHANS 

PKYSCiAL FILES. 

A 094 -500001 

A £94-502-000 





NSC GKFZUSS 

PHYSCLAL FILES 

A 094-527-001 

A £94-523-000 
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A 094-526-001 

A 094-528-000 
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ADJUSTMENTS 
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A 203-999-999 

SOT ISSUED 
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ADJUSTMENTS 

FHY5CIA1 ER.ES 

A 205-000-000 

A 2C5-999-999 

NOT ISSUED 

NOT ISSUED 

A 206-000-000 

A 209-000-000 

ADJUSTMENTS 

FHY5CIAI Ea.ES 

A 210-000-000 

A 211-999- 999 





REFUGEES 

PHYSCIAL FILES 

A 212-000-000 

A 212-399-999 

ADJUSTMENTS 

NOT ISSUED 

A 212-400-000 

A 299-999-999 

NOT ISSUED 

NOT ISSUED 

A 300-000-000 

A 300-209-999 





ADJUSTMENT 

PffTSCIAL mis 

A 337-300-000 

A 3B0-322-50I 

NOT ISSUED 

NOT ISSUED 

A 380-322-502 

A 900-000-999 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=!> Documents PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? The Chief of FOIA/PA Operations 
and your Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office 
Automation personnel accomplish their missions. Through the Chief of Operations, Supervisors 
submit a new rule or procedure to the Chief FOIA/PA Program Officer. At the direction of the 
Chief Program Officer, Program Office may immediately amend the guide, or they may seek 
clarification from Office of Chief Counsel. After consultation, Program Office will either amend 
the Guide or propose a modified rule to Chief of FOIA/PA Operations. Major re-writes or 
revisions of the guide are subject to the final approval of the USCIS FOIA Officer. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet 
page. When we make additions or revisions, we create a Record of Revision at the front of the 
Guide for quick reference. 
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Record of Revision 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the FOIA/PA Assistant's 
Guide has been changed (changed portion is underlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. No consent is necessary from 
the ..minor child or the.perspn judicially determined 

parent/guardian must provide his or her own verification of identity that is notarized or 
signed under penalty o f penu ry [6 C.F. R , § 5 . 2 1(e) ]. The case processor will have to 
request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant’s Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or ; we export the A- 
file f r om EDMS . Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant’s Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, i n c l u di n g T -F i l e s, whe re ve r t h ey m a y be, 
inc l udi ng NRC ) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13, 2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underhned deleted portion stricken through): 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a ■RAFAGS^#^'^j^r4^&^TstafBng--sIot- only. Click on 
“•Gustomize Letter.” Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
responsive recerds for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to scan RAFAGS- 
only-responsive -records. Pend the ease prepare a Final Action Letter with closing code 
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(b)(6) 


NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through): 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, S SC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 

I l etc., are not receipt files we 

can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS, and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the 
“Customize Letter" button selected Attach a “Scan As” cover sheet to the screen 
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prints, mark the box “Responsive Records” and take to person designated to scan 
RAFACS-onlv responsive records. Pend the case. 


prefix of the reeeipt number,- you should staff to the owner of the receipt rile and paste in 
the GLAMS screen. This information can be located on the GLAMS inquiry' screen 
trpper ri ght hand corner-. Ihe GL A M S screen wi l l shovv - owned- by . - ? 

New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAMS screen. This information can be located on the CLAMS inquiry screen upper 
right hand corner. The CLAMS screen will show “owned by.” 


May 27, 2011 


Paragraph 6. 3.4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 

5 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


849 



d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

As it used to read: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). For receipt, files, at MG, use the 
NON-F OI A H BG file re qu es t. Do not request DIG T-fdes at HBG with RPC codes XX, XY, 
ZG, ZY, or ZZ . Refer to the Staffing Sheet Guide for the most current information. 


June 10, 2011 

The wording of paragraph 28 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 
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Here is the new paragraph: 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. of 
this section, however, if you feel that you have a true congressional request or appeal, control the 
case, put the case in Unit Chief, and e-mail your supervisor the control number. A supervisor 
will either send the case to SIG or return the case to you for staffing. 


b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self 1 in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohmell the 
control number. 


July 8, 2011 


A new flow chart for Lost File procedure has been added to APPENDIX Hi 
CASE CREATE FLOW CHARTS in the FOIA/PA Assistant’s Guide. 


Additionally, in paragraphs 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 

12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 


Paragraph 6. 1 . 1 . 10 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Old version: 

6.1.1.10 If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester in Section 2, 
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“ Requester Information .” Do not use the address on the envelope or letterhead. 

New version: 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of the 
requester in Section 2, “ Requester Information” Do not use the address on the envelope, or 
Form G-28 or letterhead unless the requester did not use Form G-639 or unless Section 2 of 
Form G-639 is illegible. If the address on the G-639 is a foreign consulate office, or is a 
congressional office, you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you can find no other address, insert a case note and send the 
case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at the 
right side of Form G-639. 


The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the FOIA/PA 
Assistant’s Guide: (old text lined through, new text in red) 

This does not include instances in which the requester has faxed the request and then mailed 
it. If you open a case and find that the exact same request has very recently been created, 
chances are that you have opened the mailed copy which followed a few days after the fax. 
Clos e this cas e as ER (cr e at e d in e rror). Do not create such a case. Click “Send to 
Research.” That case will go and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar 
case, your search will be complete. If the requester did not provide an alien number, you 
may search by the subject’s last name and first name, or even by the requester’s last name 
and first name. You may use a percent sign (%) as a wild-card for these searches. For 
example, if the requester’s name is Jaime Vazquez, but you see he also has spelled his name 
Vasquez - you can search by Subject Last Name “Va%” and Subject First Name “Jaime.” 

Further on within paragraph 6.4, in the examples, there are two more changes: 

Cr e at e a Final Action L e tt e r and s e l e ct final action cod e ER: Cr e at e d in Error. Aft e r this, 
s e nd th e cas e to Up front Approv e r Do not click “Create Case.” Click “Send to Research.” 
You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
“Similar Case” in each of the cases, so that a processor or approver can review both. 


8 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


852 



If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Inst e ad, clos e this cas e as ER (cr e at e d in e rror ) Do not 
click “Create Case.” Click “Send to Research.” 


August 30, 2011 

We have added a new paragraph 8.23 to the FOIA/PA Assistant’s Guide, as follows: 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. It is likely that the adoption never happened. If that is the 
case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 


September 16, 2011 


The following new bullet has been added to sub-paragraph 12.1.1.6, “Blued-in information”: 
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Comments may be important because a File Control Office may not be able to change a file 
location to “LOST” in NFTS. When that happens, the records person at the FCO will notate 
in Comments that the file is lost. If that is the situation, please refer to the Lost File Flowchart 
in Appendix H of this guide. 


October 24, 2011 

We have added a sentence to Paragraph 8.21, as follows, (added material in red): 

NFTS may show that the file has been retired and is at a Federal Records Center. If that is the 
case, request the file. 


m m m bk « « m m a m m bk h « m m a m a? bk « w m ma mm bk m « mi am m bk « « m mm m m bk br hr m m a mm bk « « mm m m m bk « « m m a mm « « « mm »« m bw bh m>, 

Paragraph 32.12 is no longer valid because creators now Up-Front close requests without good 
VOI. The following has been deleted: 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply 
letter-Consent. The template is located at: O:\FOIA\FOIA Library\Case Create 
References\Case Create Template Letters\Failure to Comply Letter. Send the case to 
approver when you are finished. 


a mm m kb-m m m m bk bh sa bbm m m m bh bh a- ikb m m m bi bh bh k m m mm hr hh h sa mm mm m bh bh « -ht mm m bh bh aa K: m mm ct: bh bh ta m m mm ma bh bh ®a m m m m nta bh bh ®a kb mt 

We have added a sentence to Paragraph 34, as follows, (added material in red): 


After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy NRC, 
FOIA PROGRAM and your supervisor. The e-mail should include the case number and the 
action you took. 


BIB MB Nf f m BH BH HSMKfHB HJ BUS Ra BH BH M BIB USB M M BH BH BH HT- BIB SB M M flffl BH BH M SB SB M M m BH BH SB SB M M Dta BH BH m SB SB M M M BH BH aa SB SB M M BH BH BH ffiUB' SB SB M'M BH BH BH BS' SB SB M M BH BH9 

Paragraph 36 is no longer valid because a person working Records Locator role may now create 
an acknowledgment letter. The following has been deleted: 


36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 

[The following paragraph has been deleted in its entirety] Cases received in Records Locator queue 
that need acknowledgement letters must be re-assigned to a Troubleshooter in the Case Create role. 
Please contact a supervisor with the NRC Control Number and ask that the case be re-assigned to you 
in the Case Create role. 
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Paragraph 6.4, SEARCH FOR DUPLICATE CASES has been changed as follows ( old v e rsion 
in strik e through ) (new version in red): 


Just b e for e you cr e at e th e cas e , Before you begin filling in the worksheet, you should look for 
duplicates. 


A new Appendix J: 16 RULES OF CASE CREATE has been added to the 


FOIA/PA Assistant ’s Guide 


December 14, 2011 

Paragraph 7.4, Third Party Requests has been changed as follows (new information in red, deleted 
information in strikethrough) 

Third party requesters are not entitled to any public documents that may be in the file they are 
seeking, as well as nor documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and says in 
her request letter that she does not know where he is or says she cannot get his consent, do not send a 
request back to her for her husband’s consent. In a situation like this, close the case as a Failure to 
Comply, simply request the file and put a Discussion in FIPS that it is a third party request without 
consent. In the above example, if she did not specifically say she cannot get his consent or that she 
does not know where he is, do not request the file. In a situation like this, send a request for consent 
and pend the case for requester documentation. 


11 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 


Updated on 12/19/2011 



FOREWORD . 1 

1. THE FREEDOM OF INFORMA TIONACT 18 

2. THE PRIVACY ACT 18 

3. WHA TARE FOIA REQUESTS AND HOW DO WE GET THEM? 18 

4. WHO CAN MAKE A FOIA REQUEST? 19 

5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 20 

5.1 Central Index System 20 

5.1.1 Introduction Screen 20 

5.1.2 TeleView Main Menu 21 

5.1.3 CIS Login Screen 22 

5.1.4 CIS Main Menu 23 

5. 1.4.1 Search Menu Screen 24 

5. 1.4.2 Search by A-number (9101) 25 

5.1.5 Sounds-Like Name Search (9102) 25 

5.1.6 Exact Name Search (9103) 27 

5.1.7 Alias (AKA) Name Search (9104) 28 

5.1.8 Sounds Like Name With Date of Birth (DOB) Search (9106) 29 

5.1.9 Card Search (9222) 30 

5.1.10 File Transfer Display (9504) 31 

5.1.11 Tables 32 

5.1.12 Tables Menu 33 

5.1.13 Tables Information Screen 34 

5.1.14 Value Tables Browse Screen 35 

5.2. Computer Linked Application Information Management System 36 

5.2.1 Introduction 36 

5.2.2 Teleview Introduction Screen 36 

5.2.3 CLAIMS Selection Screen 37 

5.2.4 CLAIMS Function Screen 38 

5.2.5 CLAIMS Welcome Screen 39 

5.2.6 CLAIMS Logon Screen 40 

5.2.7 CLAIMS Main Menu Screen 41 

5.2.8 Inquiry Screen, searching with a Receipt Number 42 

5.2.9 Searching CLAIMS using a Name and Date of Birth 43 

5.2. 10 Searching with the A-Number 45 

5.2. 1 1 Searching with the Petitioner’s Name 46 

5.2.12 Search Results 47 

5.2. 13 Beneficiary Petition for Non Immigrant Worker 50 

5.3. National File Tracking System (NFTS) 53 

5.4. Person Centric Query Service (PCQS) 54 

5.5. FOIA/PA Information Processing System (FIPS) 54 

6. CREATING THE CASE. 56 

6.1 REQUESTER INFORMATION 58 

6.2 SUBJECT INFORMATION 64 

6.2.1 Name 65 

12 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


856 



6.2.2 Alien Number 65 

6.2.3 Topic 66 

6.3 CASE SPECIFICATIONS 66 

6.3.1 Track 67 

6.3. 1.1 Track 1 67 

6.3. 1.2 Track 2 67 

6.3. 1.3 Track 3 67 

6.3.2 Type 69 

6.3.3 Source 69 

6.3.4 Category 71 

6.3.4. 1 Alien File 71 

6.3.4.2 Specific Documents 72 

6.3.4.3 Personnel 72 

6.3.4.4 Special Interest Group 72 

6.3. 4.5 SFR cases at NRC 73 

6.3.4.6 Genealogy 73 

6.3.5 Bureau 74 

ICE 74 

CIS 74 

CBP 74 

6.3.6 Is there a request for expedited treatment? 74 

6.3.7 Is there a request for fee waiver? 78 

6.3.8 Print to CD 79 

6.3.9 Is this a delinquent requester? 80 

6.4 SEARCH FOR DUPLICATE CASES 82 

6.5 COPYING RECORDS FROM A CLOSED CASE 87 

7. CONSENT, VERIFICA TION OF IDENTITY, AND DESCRIPTION OF RECORDS 88 

7.1 Consent of parents or guardians 89 

7.2 Verification of Identity 89 

7.3 Reasonable Description of Records being Sought: 91 

7.4 Third party requests 99 

7.5 Deceased subjects and the 100-year rule 99 

8. CASE CREATE SITUATIONS/OTHER PROBLEMS 99 

8.1 REQUESTS: Foreign Consulate 100 

8.2 REQUESTS: Non-immigrant visa material 100 

8.3 REQUESTS: Routine use, no consent required, not FOIA 100 

8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 101 

8.5 REQUESTS: A-numberonly 102 

8.6 REQUESTS: Bracero Program 102 

8.7 REQUESTS: Referrals and Consultations received from other agencies 103 

8.8 REQUESTS: USCIS personnel information 103 

13 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


857 



8.9 REQUESTS: Official Personnel File 104 

8.10 REQUESTS: Red Cross / Last known address 104 

8.11 REQUESTS: Federal, state, local agencies 105 

8.12 REQUESTS: Return of original documents 105 

8.13 REQUESTS: Privacy Act Amendment 105 

8.14 SITUATION: Untranslated Foreign Language Documents 106 

8.15 SITUATION: Congressional correspondence 106 

8.16 SITUATION: Appeals 107 

8.17 SITUATION: New requests received on the 1-694 107 

8.18 SITUATION: Subpoena or court order 108 

8.19 SITUATION: Certification of record 108 

8.20 SITUATION: Certification of record for dual Italian citizenship 109 

8.21 SITUATION: Record at National Archives and Records Administration (NARA) 109 

8.22 SITUATION: Old records 110 

8.23 SITUATION: Requests from Prospective Adoptive Parents 110 

9. REFERRAL AND REDIRECTION Ill 

9.1 Referral Ill 

9.2 Redirection 114 

9.3 Entry/Exit Information referral to CBP 115 

9.4 Border Patrol referral to CBP 115 

9.5 Personnel/hiring practices/vacancy announcements 116 

9.6 US- VT referral to US Visit 116 

10. DETERMINING TO STAFF BASED ON BEST INFORMA TIONA VAILABLE: 116 

11. SOCIAL SECURITY NUMBER 116 

12. REQUESTING THE RESPONSIVE RECORDS 11 7 

12.1 Staffing by Alien Number 118 

12.1.1 One A-number provided on the request (with example staffing) 118 

12.1.1.1 Open NFTS 118 

12.1.1.2 Submit your location 119 

12.1.1.3 Select “Inquiry” 120 

12.1.1.6 “Blued in” information 123 

12.1.1.7 The FOIA Operations Division Intranet Page 123 

12.1.1.9 The FCO List 125 

12.1.1.10 Figuring out a Staffing Scenario 126 

12.1.1.11 Generate the file request 127 

12. 1.1. 12 FIPS - Staffing Request dialog box 128 

14 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


858 



12.1.2 Two or more A-numbers 137 

12.1.3 Consolidated A-numbers 138 

12.2 Border crossing card number 139 

12.3 EAD numbers (100,000,000 through 149,999,999) 139 

12.4 New alien numbers (300,300,000 through 300,322,501) 139 

12.5 Receipt numbers 140 

12.6 Archives and Records Centers Information System (ARCIS) 140 

12.7 Staffing Scenarios 140 

12.7.1 Digitized files 141 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 142 

12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 147 

12.7.4 Staffing FAQ’s 151 

12.7.5 Records Indexing / Manual Requests 151 

12.7.6 No Record: 154 

12.7.7 A-number in CIS but not in NFTS 156 

12.7.8 ICE files 157 

12.7.9 SAC locations 158 

12.7.10 LESC (LSC) records 158 

12.7.11 T-files 158 

12.7.12 Receipt files 159 

12.7.13 Archived receipts 160 

12.7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 161 

13. REASSIGN OFFICE. 164 

14. CLOSING A CASE AS “N A: FOIA or PA not applicable:” 166 

15. ER (created in error) CASE CLOSINGS. 167 

16. FC (failure to comply) CASE CLOSINGS. 167 

17. MARKING A DOCUMENT “DO NOT SEND” 167 

18. ACKNOWLEDGEMENT LETTERS. 168 

19. DISCUSSIONS 172 

20. CHANGING A REQ TO A CSD 1 73 

21. TROUBLESHOOTING WORK FROM THE OA ROOM. 1 75 

22. TROUBLESHOOTING WORK TO THE OA ROOM / 75 

23. FOIA MAILBOXES: 175 

23.1 THE OA ROOM (NRC, FOIAOA) 176 

23.2 MSB (NRC, NRCFOIAMSB) 176 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 176 

23.4 FOIA FILE REQUEST (NRC, FOIAFILEREQ) 177 

24. E-MAIL TO CUSTOMERS. 177 

15 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


859 



25. MAIL 177 

25.1 RETURNED MAIL: 177 

25.1.1 Interim Interest Letters 177 

25.1.2 Acknowledgement letters 178 

25.1.3 Final Action Letters 178 

25.1.4 CDs 179 

25.2 DIRECT MAIL: 180 

25.2.1 Mail concerning Track 3 or expedited treatment 181 

25.2.2 Requester documentation / additional information 181 

25.2.3 Request for change of address 182 

25.2.4 Status letters 182 

25.2.5 Withdrawal of a FOIA/PA request 183 

25.2.6 Mail received in a foreign language 183 

26. BLANK TAPES/CD’s 183 

27. VIDEO REPRODUCTION 184 

28. CONGRESSIONAL REQUESTS AND APPEALS 184 

29. INCORRECT PAGE COUNTS: 184 

30. ALIEN’S STATUS VERIFICATION LETTERS: 185 

31. INQUIRY FOR FILE REVIEW: 185 

32. RECORDS LOCATOR QUEUE 185 

33. REPENDING IN RECORDS LOCATOR QUEUE 189 

34. CHANGING THE TRACK OF A CASE 190 

35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING RESPONSE 191 

36. Deleted 191 

37. RE-STAFFING 192 

38. FOIASAFE. 192 

39. IN TRANSIT FILES. 192 

40. MODIFICATION OF RECEIPT DATES. 192 

41. MSB DIRECTED PROJECTS. 192 

APPENDIX A: PHONE NUMBERS. 194 

APPENDIX B: ADDRESSES 195 

MAILING ADDRESS OF NRC: 195 

PHYSICAL LOCATION OF NRC: 195 

MAILING ADDRESS OF NBC: 195 

MAILING ADDRESS OF CBP: 195 

16 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


860 



MAILING ADDRESS OF ICE: 195 

MAILING ADDRESS OF NATIONAL VISA CENTER: 195 

MAILING ADDRESS FOR APPEALS 196 

APPENDIX C: NATIONAL VISA CENTER VALID CONSULATE PREFIX CODES. 197 

APPENDIX D: CASE CLOSING CODES 204 

APPENDIX E: FORMS 205 

APPENDIX F: USEFUL ACRONYMS 210 

APPENDIX G: DEFINITIONS 226 

APPENDIX H: CASE CREATE FLOW CHARTS 232 

APPENDIX I: ALIEN NUMBER ASSIGNMENT. 235 

APPENDIX J: 16 RULES OF CASE CREA TE 23 7 


17 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


861 



1. THE FREEDOM OF INFORMATION ACT 

Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 

2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 

3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4. WHO CAN MAKE A FOIA REQUEST? 


Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 


• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 


• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 

ij£ in this guide. 


• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 


• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 
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USERID ========> 

PI PASSWORD > 

NEW PASSWORD ==> 
VERIFY NEW PASSWORD --> 


PF1 = HELP 

PF4 = WHO AMI 


PF2 = TIME PF3 = LOGOFF 

ENTER = PROCESS CLEAR = REFRESH 


30JD.WS.. 




This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.2 Tele View Main Menu 
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The number selected to access CIS will vary for each computer. 


21 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


865 


5.1.3 CIS Login Screen 


;'|j File Edit Session Transfer Program Options Window Help 


1 1 1 X: 

• x; 


fill 


6 ] j 


/OB 

ail 


m 


m 


m 


CIMLOGO 
C 0 r 1 M AMD: 


ccccccccccccccc 

cccccccccccc 

cccccccccccc 

ccccccccccc 

cccccccccc 


CCCCCCCCC WELCOME TO 

cccccccc 
cccccccc 
cccccccc 
cccccccc 

CCCCCCCC CHECK MEWS 

cccccccccc 

CCCCCCCCCC LAST NEWS SCREEN 

ccccccccccc 
ccccccccccc 
cccccccccccc 
cccccccccccc 
ccccccccccccccc 


WELCOME TO THE CENTRAL 

mu 

mu 

iiiii 

mu 

CHECK HEWS SCREEN ON A 


CHANGE 

IIIII 

IIIII 

IIIII 

IIIII 

IIIII 


SSSSSSSSSSS 
SSSSSSSSSSSSSSS 
SSSSSS ssss 

sssss 
sssss 

INDEX SYSTEM 
SSSSS 

sssssssssssss 

ssssssssssssss 

ssssssss 

REGULAR BASIS ! ! SSSS 

SSSS 

: 06/28/2005-15:20 EST SSS 

SSSS 

SSSS 

sssss ssss 

SSSSSSSSSSSSSSSSSS 

SSSSSSSSSSSSS 


-PRESS ENTER TO PROCEED TO MAIN MENU 

3270 


PF5 CIS CURRENT NEWS 


WD.WS 


7:50AH 


This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5. 1. 4 CIS Main Menu 
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This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 
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5.1.4.1 Search Menu Screen 
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From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1.4.2 Search by A-number (9101) 
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In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings. In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 


5. 1. 5 Sounds-Like Name Search (91 02) 
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Session: : ; : Transfer i i i i^rogram; ; ; ; SpGohs j j j j Window j j j ;Melp j j ; | 



m 


X:| 

x i 


CIMSND 
COMMRND : 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE" SEARCH 


10/18/05 

10:09:04 


* LAST NAME: 
FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 
PREVIEW NAME: 

EXACT DOB: 
DOB RANGE: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(HUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(HUMBER OF EXACT CHARACTERS TO MATCH (09)) 
(Y/N) 

(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YE AR, R=0-9) 


COB: (5-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

* LAST NAME IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE" SEARCH 


CLEAR EXIT 


PF3 REFRESH 


PF4 MENU 


PF5 HELP 


PF6 MAIN MENU 


t'+iboard j F|1 input For in :: ^]ciSRe5Qun::flGuidfe 




Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5. 1. 6 Exact Name Search (9103) 


Fie Edit session Transfer Program options widow Help 


P 


m 


CIHEXfl 

IMMIGRATION AND NATURALIZATION SERVICE 

12/15/05 

COMMAND: | 

CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 

08:44:21 

* LAST HfiME: 


(40-CHARS 

MAX) 

* FIRST NR ME : 


(25-CHARS 

MAX) 

MIDDLE NR ME : 


(25-CHARS 

MAX) 

EXRCT DOB: 

(MMDDYYYY) 



DOB RANGE : 

(DOTE RANGE = YYYYR; YYYY= 

YEAR, R=G-9) 


COB 

(5-CHARACTER COUNTRY CODE) 



COC 

(5-CHARACTER COUNTRY CODE) 



POE 

(3-CHARACTER PORT OF ENTRY 

CODE) 


DOE 

(HHDDYYYY) 



COR 

(3-CHARACTER CLASS OF ADMISSION CODE) 


FCO 

(3-CHARACTER FILES CONTROL 

OFFICE CODE) 


SEX 

(M/F) 



* LAST NAME AND 

FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 


SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 


CLEAR EXIT PF3 REFRESH 



PF4 MENU 

7 7 7 ft 

PF5 HELP PFG MAIN MENU 

PF9 SOUNDS-LIKE 

SEARCH 

ptpnDoc ...j :.yNrcdtall on ' 


7:47 AM 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 
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5. 1 . 7 Alias (AKA) Name Search (91 04) 




: Ffe ; : : jEclIt j : j SjSS&n : : Hf aflSfeT : : :R:Ogram : : : OpdOHS: : : : M0OW-. \ ] '] H#: 




m 


M M 


<*Qli 

tm 


M 


CIHRLI 

COHNRND: 


IHH IGRRTION RND NRTURRL IZRTIGN SERVICE 
CENTRRL INDEX SYSTEM - RL IRS (RKR) NRME SERRCH 


O1/3O/06 

12:56:45 


RKR/NEE LRST NRME: 
RKR/NEE FIRST NRME: 

LRST NRME MRTCH: 
FIRST NRME MRTCH: 


(40-CHRRS MRX) 
(25-CHRRS MRX) 

(NUMBER OF EXRCT CHRRRCTERS TO MRTCH (0-9)) 
(NUMBER OF EXRCT CHRRRCTERS TO MRTCH (0-3)) 


EXRCT DOB: (MMDDYYYY) 

DOB RRNGE : (DRTE RRNGE = YYYYR ; YYYY=YERR, R=0 9> 

COB: <5 - CHRRRCT ER COUNTRY CODE) 

COC: (5 -CHRRRCTER COUNTRY CODE) 

POE: (3CHRRRCTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COR: (3-CHRRRCTER CLRSS OF ADMISSION CODE) 

FCO: (3-CHRRRCTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST R SERRCH ON F IRST- NRM E - ONLY ALIASES p ON LAST- NAM E - ONLY RL IRS ES , 
RND ON RLIRSES CONTAINING BOTH FIRST RND LRST NAMES. OTHER FIELDS RRE OPTIONAL. 
SPECIFY THE SERRCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NRME SEARCH. 


CLEAR EXIT 


PF3 REFRESH 


PF4 MENU 


PF5 HELP 


PF6 MRIN MENU 


MUM OVR 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5. 1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 



The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5. 1. 9 Card Search (9222) 



CII1CRRD 
CO fin AND: 


IMMIGRATION AND NATURALIZATION SERVICE 08/01/06 

CENTRAL INDEX SYSTEM - ARR/BC CARD DISPLAY (CARD) 08:22:32 


NAME: TAYLOR 


, FRANCIS 


DOB: 080 


LEGAL PERMANENT RESIDENT 


CARD NAME: TAYLOR, FRANCIS E. 
INS A# 0 
CATEGORY: 


BIRTHDATE: ■' “ 

CARD# SRC' 

PERMANENT RESIDENT SINCE: 12/12/2005 

CARD EXPIRES: 02/22/2016 


Cl USA 01 


TAYLOR<<FRANCIS<EDWIN<<<<<<<<< 


MOTHER’S NAME: EDWINA FATHER’S NAME: ZACHIUS 

CARD PORT OF ENTRY: BAL 

CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 
3270 


NUm GVR 


The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 


H53.wm BHSB3.WCD 


If £& ;|it Session Transfer Program Options. Window H£lp 



fi 


• □□□□ 

!;• 1 anna [ 



CIMFTD 

IMMIGRATION AND NATURALIZATION SERVICE 08,01/06 

COMMAND : SHH 


CIS - FILE TRANSFER DISPLAY (FTD) 11:33:03 

R#: Nfi,1E 

: TAYLOR 

:::::::::::::::::::: :s 

FRANCIS DOB: 

PREVIOUS 

FCO 

BAL 


FCO CRERTING SUBFILE: 

CURRENT 

FCO 

NRC 


SUB FILE CREATION IND: 

REQUEST 

FCO 

NRC 



FILE LOCfiTED 

IND: 

: C (FILE TRANSFER COMPLETE) ] 

DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 0000 

DATE 

FTI 

: O1242O06 


INS BOX NUMBER: 

DATE 

FTC 

: 02O22006 


REQUEST NUMBER: 

PERSON/ ACTION: 



2ND REQUEST DATE: 





3RD REQUEST DATE : 

YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN MENU 
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WilM fii/b: : 







The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 



The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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5.1.12 Tables Menu 


ilmW€Dj 


II Eie E|it &m«tt Irittis&f Ex'>gran. Qltioas $3a«k'W JJelp 


ili 


TBXSELMU 


COMMAND ===> 


INS STflNDfiRD TABLES DATABASE FACILITY 
MENU SCREEN 


(VADAD , LODAD, TB INF , VAINF, OR LOINF) 


09/15/06 
08: 40: 48 


TABLE ID: 
SEARCH VALUE: 


(MUST ENTER FOR PF1 AND PF2) 


TBIOOOOI 

3270 


ENTER- - PROCESS COMMAND 

PF1--SINGLE LOCATION/VALUE TABLE SCREEN 

PF2-- LOCATION/VALUE TABLES BROWSE SCREEN 

PF3- -REFRESH 

PF4- - PREVIOUS SCREEN 

PF5--HELP 

PF7--LIST TABLES 

PF8--EXIT 

USER AUTHORIZED TO PERFORM DISPLAY FUNCTIONS ONLY 


NUM OVR 


Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 


DHSM.WCDJ 


File Edit Stesaj&a Transfer Program Jpptoons Wmdow :J|elp 


Ifnf> 

W'WW'HW 


1 & M 


m 


MM 


TBXTBINF 


INS STANDARD TABLES DATABASE FACILITY 
TABLE INFORMATION SCREEN 


PAGE 09/15/66 
O001 08:46:07 


COMMAND ---> 


(SELMU, VADAD, LODAD , VAINF , OR LOINF) 


SEL ONE TABLE ID 


TABLE TYPE 


TABLE DESCRIPTION 


ADJUSTMENT OP STATUS COOES 


CIS/AFAC FCO CODE TABLE 
INTERNATIONAL/ MUNICIPAL AIRPORTS 
APPLICATION SUPPORT CENTERS 
ASYLUM INTERVIEW OFFICES 
ASYLUM OFFICES 
HEADQUARTERS 

BORDER PATROL SECTOR CODES 
BORDER PATROL SECTOR HE ADQTRS 
BORDER PATROL STATIONS 
BORDER PATROL STATION CODES 
INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 PF 2 

PGFRWD PGBWRD 


PF4 

PREV SCN 


TB100G43 

3270 


SELECT ONE RECORD OR TRY OTHER FUNCTIONS 


MUM OVtt : 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 


:|| Jyfe Edit &m«tt Irans&r &>>gra» $0»4ow g«lp 






:,^:|:iiS||^gD =J 

■gy kg ;; \s£ 


TBXVAINF 


INS STflNDfiRD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


PAGE 09/15/06 
0014 08:56:10 


conn AND ---> 
TABLE-ID: ADJX 
SEARCH VALUE 


(S E LMU . VADAD, LODAD , TBINF , OR LOINF) 
TABLE DESC : ADJUSTMENT OF STATUS CODES 


IB7 
IBS 
ICS 
IC7 
IDS 
I F 1 
IF2 
IRQ 


VALID CODE 

IB7 

IBS 

ICS 

IC7 

IDS 

I F 1 

IF2 

IRQ 


TABLE TEXT 

SLF-PETITIQN CHILD OF USC 

CHILD OF IBS 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF CITIZEN 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PFS PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 OO043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


Read the screen in its entirety for navigation instruction and additional information. 
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5.2. Computer Linked Application Information Management System 


5.2.1 Introduction 

The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 Teleview Introduction Screen 



WARNING L This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 

CCCCCCCCC 02R1 


cc 


TTTTTTTTTTTT 



VV 
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cc 

A A A A 

TT 

EEEEEE 

LL 

EEEEEE 

VV 

VV 

II 

EEEEEE 

WW 

WW 

cc 
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TT 

EEEE 

LL 
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II 
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AA AA 
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EE 

VV VV 

II 

EE 

WWWW 

WWWW 

CAACCCCCC 

TT 

EEEEEE 

LLLLLL 

EEEEEE 

VVV 

II 

EEEEEE 

WW 

WW 


AACCCCCCA 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 

3270 


CAPS NUIJI OVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 


36 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


880 


5. 2. 3 CLAIMS Selection Screen 


m 




mmmmm 




||| File Edit Session Transfer Program Options VWndow Help 


-ISl X 


IH jy s 


!s.5e 


M 


S M 


/HE 

m 


1 COMMENDS ENVIRONMENT 

HELP 

EXIT 

MODEL : LUO -2/2 

LUNRME: J5NRC2AE 

DEL CR-TELEVIEW 

4.4 

USERID: NRC7208A 
ESCAPE: PA1 

I COMMEND ====> 6 

Sesnum System 

Application Status 


Remarks / Description 

1 HELP 

Available 


TeleView Help Facility 

2 MSG 

Available 


TeleView Message Facility 

3 NEWS 

Available 


Help & News Menu 

4 J406IDM S 

Available 


RAPS-APSS-EOIR 

5 J 42 71 DM S 

Available 


F 0 1 fi / N A CS/STSC/H FAS/RNACS 

1 {mmn^ WKM 

| (Available 



7 J427CICS 

Available 


DAL ROPES 

8 J504CICS 

Available 


WDC ROPES 

9 J 5371 DM S 

Available 


AR11 

10 J534IDM S 

Avai lable 


CIS 

11 J527IDM 2 

Available 


PICS/ADMIN SYSTEMS/DACS 

P F 1 = HELP PF3= END PF7 = 

3270 

PAGE UP P F 8 = PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 




; h:; : : :7^s:AiYi ; 


The number selected to access CLAIMS can vary for each computer. 
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5. 2. 4 CLAIMS Function Screen 


mMqm mm m 








g||; Session; ; Transfer ; ^Program; Pgptions; Ypndow 


X| 

wmM. 


g a g s 


!s.5e 


M 


SS 


/HD 

m 


IDH S DC258002 V9 ENTER PASSWORD 

IDH S DC258003 V9 USER NRC7208A SIGNED ON LTERH VTH LT506 AT 08:54:22.05 05.349 
TSS7G0OI NRC7208A Last-Used 15 Dec 05 08 : 51 System = 02Rl Facili t y=TE LEVI EW 
TSS70Q1I Count=08208 Node=Fail Lockt ime=None Name=TI FFANY ROSS 
V9 ENTER NEXT TASK CODE: 


: : I : 


m 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5. 2. 5 CLAIMS Welcome Screen 


mm ppwppiB 






Up 


g||; ;g*sslon; ; Transfer ; igrogrami Potions; Tpndow ;THel|N 


m 

i 'MmM 


si jy S Si 


!fl.5e 


M 


m 

ss 


/HE 

m 


FSXM NEWS 


CLflIHS MRINFRRM E SYSTEM 
NEWS SCREEN 


12/15/2005 

08:55 


WELCOME TO THE COMPUTER LINKED APPLICATION INFORMATION MANAGEMENT SYSTEM 

{CLAIMS} 

**** **** tt W * * WWTfrlfr * * * * * * * * **** * * * * * * * * * 1 


PRESS ENTER TO LOGON OR PF8 TO EXIT 


PF8 

LOGOFF 


NUM OVR 


Press enter from here to get to the logon screen. 
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5. 2. 6 CLAIMS Logon Screen 




w mm wmMmm 


Ili : 




^g;;File TgditT ^Session; ; pa risferi ; pograrn; nations; T^ndow PHelpi; 


-it?;: X 


Hii BBS 


life 


M 

■S 


M 

SS 


/HE 

m 


FSXMCLMS 


CLAIMS MAINFRAME SYSTEM 
LOGON 

LEGALIZATION NOTICE OF CONFIDENTIALITY 


12/15/0005 

08:56 


SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS. 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED Il\ 
VII0LATI0N OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 
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To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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5. 2. 7 CLAIMS Main Menu Screen 
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From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5. 2. 8 Inquiry Screen, searching with a Receipt Number 
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On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5. 2. 9 Searching CLAIMS using a Name and Date of Birth 
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You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” For example, if you type “3”, the detailed information relating to receipt number 
SRC0710351687 will be displayed. ' 
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5.2.10 Searching with the A-Number 
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You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner ’s Name 
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You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 


(b)(7)(e) 



NUMOVR 


The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: EBS1) 
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The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 
receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 


49 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


893 




5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 

PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 


Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to h ttp s : //pc q. esb . usc i s.d h s . qov / and click on the Users Guide 
link below the Warning. 
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5.5. FQIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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Erocessiog Fee Information 
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• Always FOIA 

• Attorney 


• Alien File 


• Commercial 


• Asylum 


• Education/Scientific 


• Specific Documents 


• Foreign Government 


• Non A-File Material 


• News Media 


• Personnel 


• Others 


• Special Interest Group 


• Representative 


• SFR cases at NRC 


• Self 




• White House/Congressional 
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6. CREATING THE CASE 
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<;•$! v • •' * http:// 10.63.1 6.238: 700L/sonora/Horme 
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Available Cases 
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:■ ’ ;jrji •: Bookmarks- : ™v check * AutoFill .* y 



: : : S * : ; x Sign in r 
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On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter” and Sequence 2 is usually “Request Supporting Documents.” There will be 
a date and time in the right column. 


Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
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Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6.1 REQUESTER INFORMATION 

Processing 


Office! bal v BAL201000Q751REQ Status Request Case Creator cctestb Web Entry 
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& r : 7~, 03/04/2010 


Request e r info mtati on 
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Save 


Tas ^ :s Discussions Case Actions 

Document Type Seg, Pages State Resp Unit A-tf umber Date 

H Reque st Letter 1 2 Scam e d 3/4/ 2010 1 : 06 : 5 7 PM: 


6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 Do not use all capital letters in names. 

6. 1 . 1.2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1.1.3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 
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6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attorney/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

6. 1 . 1 . 5 Do not hyphenate names. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for a clear copy. 

6. 1.1.7 Add a period after the middle initial. 

6. 1.1. 8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, e nt e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1 . 1 .9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother’s and father’s last names, if provided. If you 
are unsure, contact a supervisor. 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of 
the requester in Section 2, “ Requester Information .” Never use the address on the 
envelope, or Form G-28 or letterhead unless the requester did not use Form G-639 or 
unless Section 2 of Form G-639 is illegible. If the address on the G-639 is a foreign 
consulate office, or is a congressional office, you may use the address listed on the G-28, 
or other documents in the request, such as an envelope. If you can find no other address, 
insert a case note and send the case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6.1.1.11 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 


59 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


903 



6. 1 . 1 . 12 Do not use special characters, such as “&” and “#” in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), 
=,+, [,], {, }A<, >, or/. 

6. 1 . 1 . 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1 . 1 . 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief. 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6. 1 . 1 . 17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You must 
complete these fields to ensure proper delivery. Before pending this case for any further 
action, please check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 
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U.S. Virgin Islands 
Wake Island 
Micronesia 


A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 

6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Form. To 
search for an existing requester, click in one of the available fields in the Requester Search Form 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough information, click Search to locate requesters with matching 
information. 



If you get any matches to your search, you will see a screen that looks like this: 
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(b)(6) 



If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 



Requester Requester Requester 

First 

Middle 

Last Name 

Name 

iV. Bernhard 

Name 

Sauerbraten 

jYrft U-yrtac 

Mmh 

Sauerwen 


Assign this requester to case 




.Milton 
□ «' 

.Bonnie 

□ ■i 


Scott 

lay Sheppard 

Simmons 
V. Timmy Simpson 

Total item{s} found (6 of 6) 


T* Page 1 of 1 


Cancel 


And it will populate the requester information like this: 


62 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


906 



(b)(6) 
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6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 



When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 




!; First Name 


.ast Mams 
Culpepper 


: Address 1 
| Address 2 
: Address 3 
i City 
: State 
: Postal Code 

: Lj Foreign 
: Province 
: Country 
: Phone Number 
: Email 

: Frequent Request©' 
i Says ! (; Cancel. i 


: 1 Smiier Grogan Highway 


: Santa Resits 
| California 
:12345 


i-iM?) S54-321S 
:culpeppercapt^earthnet.ccin : 
tiCVes ft No 


6.2 SUBJECT INFORMATION 

After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 
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(b)(6) 


Requester Mo rotation 


C G Culpepper 


it Requester 
[ange Requester 
pv to Suhie g 


Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 


(b)(6) 
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£ ========== -- 

Topic; 
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6.2.1 Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

6.2.2 Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject. Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.2 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 
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6.2.2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

6.22.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary’s A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

6.2.3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04- 123 -60000 

6.2.3.2 Enter the receipt number with no dashes or spaces. This format assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffing Sheet Guide for more guidance. 

6.3.2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


6.3 CASE SPECIFICATIONS 
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6.3.1 Track 


Track 34 !. 
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6.3.1.1 Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi-track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents. The 
requester may write back later responding that they need the whole file, and a 
FOIA/PA Assistant working in Records Locator queue can change it to Track 2 at 
that time. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6 . 3 . 1 . 3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6 . 3 . 1 . 3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6 . 3 . 1 . 3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3. After you verify that the case is open, you may simply click “Send to 
Research” and you are finished with the case. 

6 . 3 . 1 . 3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to “Expedited 
Treatment’’ in this guide. 

6 . 3 . 1 . 3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6 . 3 . 1 . 3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6 . 3 . 1 . 3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 

O :\F o ia \F OIA_ L IBRARY\Case_Creat e _Refe re nces\ C ase_ C reate_Template _L et t ers 

6 . 3 . 1 . 3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 
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6 . 3 . 1 . 3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6 . 3 . 1 . 3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” at 
the top of the file request. 

6 . 3 . 1 . 3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 

6.3.2 Type 

Type * 

| Privacy Act Request 
i Referral FOIA Request 
| Referral Privacy Act j 

| Pri vacy Act Amendment j 

| Referral PA Amendment j 

Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 



6.3.3 Source 



Attorney 

Commercial 

Edo cat! cn/Scie nt if sc 

Foreign: Government 

News Media 

Others 

i Representative 


■lllllllll* 

i White House/ Congressi: 

anal K" 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 

• Commercial 
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• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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6.3.4 Category 


x*r- >. ;•> .-. vs • 


*: FMe V: 

I; Afen File §§ 

i Appeals 
| Asylum 
I Child Support 

i Cibz tnship National R£VtRWl|| 

I Consul tabor; 

i Contract 

I Dabts Owod 

lOua! Oteanshjp 

i Family History 

I HasPan Refuges IrnmigratiO * 

I; Handbooks, Manuals 
inheritance 
i li •its? nas Audit 
] lovastipations 
s Legal immigration & Family ff§| 
itagailbatmn/Admio Appeal 
i Medical History 
INOK Addresses 
! Nicaraguan & Central Aroet 
if-ion-A-F-le Material 
i OTHER 
I Pensions 
f Personnel 

l Proof of Naturalcation 
: Referral 

pFR Cases at nm 
i Special Intpra sl; ipug; . . v ; 

iWaste, Fraud.. Abuse If: 


There are 30 different categories of requests. However, the most commonly used 
ones are: 


6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 1951 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 1951 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 
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6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section “What track is my case? ” that follows.) 

6.3.4.3 Personnel - The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC, FOIASIG. Click “Reassign Office.” Send the case to Unit 
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Chief. A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly. If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC, FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1, 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 


(b)(6) 


The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, create it as OTHER then 
do the following: 

a. Create the case. 

b. Do not staff for any records and do not prepare an 
acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a 
possible Genealogy 

d. Send an email to the designated person who handles genealogy 
cases (currently I 


lvith the control number. 


The designated person will review the request to determine if it is, in fact, a 
genealogy. 


If it does not meet the criteria for genealogy it will be returned to you in Case 
Create to send an acknowledgment letter and staff for records. 
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If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 


6.3.5 Bureau 


Bureau: os 

V: 

CBP 


IllllllPi 

pH 




The three possible selections for Bureau are: 

ICE - Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 

CIS - Used for all other categories. This is the default in FIPS. 

CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods Note: If request is for entry/exit information and the 
requester/subiect provided an alien number, request the file. 


6.3.6 Is there a request for expedited treatment? 

Exp ed ited ! Not ^ sc l nested v ; 

lIllffflfpllMll 

| Requested 

| Granted : 

; Denied j 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 
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or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

6.3.6.1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case. You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new information, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 

6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor’s decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed , either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation. If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases. 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
“Denied” in the drop-down box, create the Expedited Denial Letter, and then create the 
case as normal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select “Requested” and send the request to Unit Chief. E- 
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select “Granted” in the 
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Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

6.3.6.5 If you have made a determination to deny, or if the supervisor has indicated 
denial, you must select “Denied” in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 


Successfully generated letter Expedited: Treatment FOIA Denial 
Click on OK to continue. 


!QK 


A dialog box will pop up. Select “Save”: 


76 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


920 



i Save in: 

: rwtaylor 

t] Vi d 2- j- 


Application Data 

|§APP2010000136J3_STAFFING 


! -.vX^ 

Desktop 

3$j APP20 1 0000 137_2_AK_FOIA 


|. . My Recent 

Favorites 

|||APP2O10OOO137J3_ONE_PAGE 


: Documents 

My Documents 

^APP2010000137j6JTAFFING 


i r;f 

U;':; Net Hood 

||jAPP2010000137_9_STAFFING_LOST 



Print Hood 

^BAL2009000017_2_AK_FOIA 


: Desktop 

SendTo 

® BAL2009000020_3_AK_FOIA 



Start Menu 

; H3BAL2010000162_2_AK_FOIA 



xv.;) Templates 

§$BAL2010000162_3_ONE_PAGE 



$10003 

i^BAL2010000162 6 STATUS 


\ My Documents 

:&£ooo7 

^ B AL2 0 1 00001 62_7_BL ANK 



yl^ooio 

B AL2 0 1 0000 1 62_8_IN_INTERE5T 


1 WM 

||5 APP20 1 0000 1 36_2_AK_FOIA 

% COW2008000073_7_PAYMENT 


jj My Computer 








| liif 

Filename: B 

wmwm rj 1 Save K | 

-ri 1 

\ My Network 

Save as type: : All files 

Cancel i ^ 

\ Places 


3ZZZ.J 


A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 


6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then change the 
Expedited drop-down box to “Not Requested” before you send the case to Up-front 
Approver . Because we are not generating a letter regarding expedited treatment denial or 
grant, and because it would cause erroneous reporting of Expedited Treatment Requests, 
you must change it to “Not Requested.” 
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6.3.7 


Is there a request for fee waiver? 


Fee Waiver 


I Not Requested v 

I Requested 
i Granted 
i Denied 


The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 


A requester must meet two requirements in order for USCIS to grant a fee waiver: 


1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“ Fees and Fee Waivers .” 

Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. You may determine to deny based upon the two 
criteria listed above. If you do so, you must select “Denied” in the Fee Waiver drop- 
down box on the FIPS worksheet. Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 

6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

0 : \Foi a\FO IA^LIB RAR Y\C a s e ^ C reateJleferences\C ase ^C reate^T em pi ate , , Letters\F ee . . . 
Waiver( denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 

6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” before you send the case to Up-front Approver . 
Because we are not generating a letter regarding Fee Waiver denial or grant, and because 
it would cause erroneous reporting of Fee Waiver Requests, you must change it to “Not 
Requested.” 


6.3.8 Print to CD 

j] Print To CD 

□ PA Cited 

U In Litigation 

□ In Circular Search: 

L j Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING “PRINT TO CD” 

6.3.8.1 Check the “Print to CD box” on all new case creates, unless the mailing 
address of requester is to a correctional facility or unless the requester specified paper 
in the initial request letter (for requesters who are attorneys, the default is Print to 
CD). 

6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with “This office will 
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be providing your records on a Compact Disc (CD)” 

6 . 3 . 8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6 . 3 . 8.5 If a requester specifically asks for their records on paper, do not check “Print 
to CD” box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing 
the responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a Compact 
Disc (CD)” 


6. 3. 9 Is this a delinquent requester? 

El Pri nt To CD 

□ PA Cited 

. , . 

: In Litigation ^ 

|] In Circular Search 



The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 


; Requester lit formation 


Sage Mo rgan <€iX H OL ^ 

123 Drive 

Lees Summit MO 64086 


(816) 555-5555 

>•5.555 _ r , „ , , , 

sagely ahuo.com ■' op ’ y *° 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 


;! 


Sage Morgan DEUIsQU: 

123 Drive 

Lees Summit MO 64086 


I query |j: 


(81-5} 555-555 5 
X5555 

sage@yahoo,com 


Copy to Subject 
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The query results appear in a separate window. 



If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6 . 3 . 9. 1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, F IP S PROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case numbers). 

6 . 3 . 9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 


Next, to create the case, go to the Tasks tab and click: 


Contents 


Discussions : 


Case Actions 


Create Case Not Started: 

SoarcHQr Duplicate Cases Not Started 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 

If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


• Records Locator :• Case Processor .|( Case ipprcver :• Unit Chief j| Up-front Approver end i] Reassign Office fi Send to Research |: Delete f "L-ii'Openrext 


Before you move to another part of the case create process, click: 



6.4 SEARCH FOR DUPLICATE CASES 


Before you begin filling in the worksheet, you should look for duplicates. Duplicate cases are 
cases in which the request was submitted multiple times to the Service, or was inadvertently 
scanned into FIPS multiple times, or are cases that we previously processed. 


Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
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receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 

This does not include instances in which the requester has faxed the request and then mailed it. 

If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Do not create 
such a case. Click “Send to Research.” That case will go to the research queue and you will be 
ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the requester did not provide an alien number, you may search 
by the subject’s last name and first name, or even by the requester’s last name and first name. 
You may use a percent sign (%) as a wild-card for these searches. For example, if the 
requester’s name is Jaime Vazquez, but you see he also has spelled his name Vasquez - you can 
search by Subject Last Name “Va%” and Subject First Name “Jaime.” 
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Ordinarily, you will get a blank result. 


Processing 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 
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If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 


\M Ca$$3£0 Home 
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Do not click “Create Case.” Click “Send to Research.” You will then be ready for your next 
case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

3. The requester is the same, and 

4. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Do not click “Create Case.” Click “Send to Research.” 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 


Contents 

Discussions Case Actions 

: : IflSK 

Slfl lu 

Search For Duolicate Gas 

eg! Not Started 

Create Additional Cases 

Q Not Started 

Create File Request 

Not Started 

Acknowledgement Letter 

Not Started 

Final Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank. Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 
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(b)(6) 


To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 
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A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

iSillllifej. Processing 


Copied 1 documents without redactions. 


The responsive records now appear in the Contents List of the new case: 
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7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 


Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 

7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No consent is necessary from the minor child or the 
person judicially determined to be incompetent, however the parent/guardian must provide his or 
her own verification of identity that is notarized or signed under penalty of perjury [6 C.F.R. § 
5.21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 


7.2 Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

If the requester did not provide all four required pieces of information, please select “Final 
Action Letter” from the Tasks tab, select “FC” from the final action codes list, and paste in the 
body of the “Unperfected Request Letter” which you may find in the Case Create Template 
Letters folder of the FOIA Library. 

A requester who provides full name, current address and alien number only has not provided 
sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
peijury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-361, Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of peijury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of peijury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of peijury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 
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Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or permitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that the foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, please select “Final Action 
Letter” from the Tasks tab, select “FC” from the final action codes list, and paste in the body of 
the “Unperfected Request Letter” which you may find in the Case Create Template Letters folder 
of the FOIA Library. The exception to this rule is a Third-Party Request (see paragraph 7.4). 


7.3 Reasonable Description of Records being Sought: 

If the requester provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request a file if there is only one match and there is no 
other indicator that it may not be the correct subject of record. 

You may possibly find multiple matches, or you may find no matches at all. In a situation like 
this, we do not have a reasonable description of the records the requester wants. We will have to 
send for additional requester documentation, specifically: 

■ Alien Number (if known) 

■ Application/Petition Receipt Number (if known) 

Additionally, we may ask for items of information such as mother’s and father’s names. The 
requester is not required by law or regulation to provide that information, but if the requester 
does not, we may be unable to locate a responsive record. 
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Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the file request. In the 
“Contents” tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/PA Assistant working in Records 
Locator queue will request the file. The processor will use the requested information to verify 
the release of the correct records. 


Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not request a file. 


Go to the “Tasks” tab and select “Acknowledgement Letter” 


History 


,^^.v.v,^v.v,v,v.v,,,,v,,,v,v 

Stesreb f w-Oypttsat* -C-as«s 
Create Additional Cases 
Create file- Re.!j« e s-t 
Ack no wl edge rnent Letter: 
Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
Interest Letter 
Expedited Denial Letter 


StaliiS : : ' 

Not Started 

Not Started 
Not Started 
Not Started 
Not Started 
Not Started 
Not Started 
Not Started 


Records Locator : Las-e Processor :• Laee Approve:' i Unit Chief j:j Jc-h vet Approver i Per.-:! ji Reassign Ofbce ;j 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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FIPS v 7.0 Training build 06 t Work Queries v ' Acti&ns- Stan 

Processing fee information 

Acknowledgement letter Options Additional Documents Required 

Fee Estimate y -other Requester Documentation 


P re p a ym ent R squired 


[Other Requester Documentation 


El Advance Payment Returned 
El Add Lost File Paragraph 


El Add Track. 3 Denial: Paragraph 


No options found. 


[ GenerateXittS 1 LCanciiEl 

Vv.v.v.v.v.v.v.v.v.v.'.v.v.v.v.'.v.v.v.v.v.v.v ; 


We then click on “Generate Letter.” Our only option at that point is to click OK: 

t,T •££ i At Case 360 Home 

FIPS v7,0 Training build 06 C vvork Queries x Actions Standalone Search 

Processing Fee information 

Successfully generated letter Acknowledgement Letter-FOIA. 

; Click on OK to continue. 

B 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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\ My Computer 
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Filename: 
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Save 



Save as type: ! All files 


C ance^ i j 


The acknowledgment letter will pop up: 
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December 3 , 2010 

San Francisco , C A r-illi-3029 


itS. Oi^mrutwnt »f llonwfond! $ecurity 

National Records Center 

P.O. Bos 648010 

Lee's Summit, MO 64064-8010 

U.S. Citizenship 
and Immigration 
Services 


MK2OlO0OO8O<i 


Deal 1: 


We received your request for information relating to Cluis P. Bacon on December 02, 2010. 

Yoiu request is being handled under the provisions of the Freedom of Information Act (5 U,S.C. § 552). 

It has been assigned the following control number- NRC2 010000806. Please cite tins number in all future 
correspondence about your request. 

We respond to requests on a fust- in, fu st-out basis and on a multi-hack system Your request has been 
^ placed in the complex track (Track 2). You may wish to narrow your request to a specific document in 
order to be eligible for the faster track To do so, please send a written request, identifying the specific 
document sought, to the address above We will notify you if your request is placed m the simple track. 

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5 3(c)), vom request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
* charged for searching for records sought at the respective vlerical professional, and/or managerial rates of 
$4.00 S 7 00 $10.25 per quarter hour and for duplication of copies at the rate of $ 10 per copy The first 
100 copies and two hours of search tune are not dial ged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees Most requests do not require any 
fees; however, if fees in excess of $25.00 ar e required, we will notify you bef orehand. 

r . Tliis office will be providing youi records on a Compact Disc (CD) for use on your personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 

4/t flLrU IVll! llf> Itl/lll/D/l Jin dlJ 1 I T 1 \ mil lie t '"'ill hr- All I'llllt I'anHill^l Ipf-H .111/1 /••111 llr- 


; -i.iftutoStap.es- \ X Op. M Q iJlM 


: Page 1 Sec 1 


1/2 


A: 4.7“ Ln 27 Col 35 


r V ftf^i ’ r ft**** :-$t 

CW; English (U.S. 
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All requested mfomintioii is checked below 


ll| Consent: It appears that you are requesting records about another individual. If that is the ease, 
please submit either (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) pi oof that that individual is deceased, eg. a copy of a death certificate or an 
obituary. See o CFR §5. 3(a) 

||: Verification of Identify: It appears that you are requesting records about another individual. If 

that is the case, along with the consent requested above, please submit a statement prepared by that 
individual in which the individual A erifies Ins liei identity by submitting his her full name, curient 
addi ess, date of birth, and place of biith Tins statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of perjury as a substitute for notarization. 6 CFR §§ 5.3(a) and 5.21(d). 


HI Verification of Identify: It appears that you are requesting records about yourself If that is the 
case, please verify your identity by submitting a statement containing y our full name, current address, 
date of birth, and place of bii th Tins statement must be signed and the signature must either be notarized 
or submitted by you under 28 USC §1 746.. a law that permits statements to be made under penalty of 


perjury as a substitute for notarization. 6 CFR 


5(a) and 5.21(d). 


1 Description of Records Sought: We have determined that your request does not reasonably 
describe the records that are being sought Please provide the following additional information': 

Hit Subject' s Alien Number 

B5 Subject's ApphcatioiiRetition Receipt Number 

!§ Name o f Sub j e c V s P arents 

HI Other Names Used by Subject 

H3 Other : Name of the person who filed the petition for you, when it was filed, other 

information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the requester. Please include the NP.C number listed above on all correspondence with this office. 
Requests may be mailed to the FOIA PA Officer at the PC Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-5785. You may also submit FOIAPA related requests to our e-mail address at 
users . foia $dhs . gov. 


3 p:j mm Mm 

(Draw- ! AutoShapes - \ \ [3 0 tA y| || I i? 


g: O 








Page 3 


Sec 2 


3/3 


At 8.6" Ln 47 Col 52 


v- i English (US. 


The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add information after the “Other” checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of information you 
need: 
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Sun macro on 

Entry: 

Exit: 


i v : ; 


Bookmark: 


2nd 
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PI Calculate on exit 



Add Help Text,, 

j| OK 

| | Cancel j j 


The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 


Discussions Case Actions History 


Document Type 

H ;[§|: Ackno *d e d g ament Letter- F 0 1 A 

|check In Document| ds 
Staffing ‘Response 

H Staffing Letter - ICE PDF 

Request Supporting Documents 

Seq. 

3 

4 

2 

v:v:P-3^v:v:-StMtiS-:v:v 

Editing 

Pending 

Pending 

Editing 

4 Scanned 

tfesji Unit 

DRO - SEA Seattle 
DRO - SEA Seattle 
DRO - SEA Seattle 

ft-ftiirntter Date 

12/3/2010 10:14 :14 AM 
012345675 12/3/2010 5:28: 17 AM 

0 1234567 6 12/3/20 10 8:28; 1 7 AM 

12/3/2010 8:28: 17 *M 

1 1/5/201 0 5: 32:47 AM 

|/j Request Letter 

1 

2 Scanned 


11/5/2010 6:32:45 AM 


f . Records Locator 

T ! : Case Processor 

if Case Approver 

j| Unit Chief \ 

UpTront Approver 

Pend li 

Reassign! Office j 

:::::: SsE 



Click “Open”: 
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A; My Recent Documents 
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■ANetHood 

HNRC20 10000806_6_AK_FGIA 

Oracle Jar Cache 

|$ NTUSER 

;AiPrintHood 
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AjSendTo 


Start Menu 


/©Templates 


® eistream upload 



My Network 
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Filename: 
Files of type: 


Open 


j All files 

!** Open as read-only 


Cancel 


You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, you send the case to “Pend.” 


Tasks 


Case Actions 


History 


i|| Requester Documentation 

Seq. 

3 

Pending 

fcesp Unit 

Requester 

ANumher Date 

12/3/2010 10:40:40 AM 

j|| Acknowledgement Letter-FOIA 

7 

Editing 


12/3/2010 10:40:40 AM 

|j| Acknowledgement Letter-FOIA 

6 

Inactive 


12/3/2010 10: 14:14 AM 

H Responsive Records 

5 

Pending 

DRO - SEA Seattle 

0 1234 5678 1.2/3/20 10 8: 28 :. 1 7 AM 

H Staffing Response 

4 

Pending 

DRO - SEA Seattle 

0 1234 5678 1.2/3/20 10 8:23:17 AM 

|| Staffing Letter - ICE PDF 

3 

Editing 

DRO - SEA Seattle 

1 2/3/2010 8 : 25:17 AM 

H Request Supporting Documents 

2 

4 Scanned 


11/5/2010 8:32:47 AM 

H Request Letter 

1 

2 Scanned 


11/5/2010 8:32:45 AM: 


Click 


; Records Locator t Casa Processor | . Casa Appro <er ][ . Unit Chief ij Up-front Approver J[ Pend i{ Reassign Office if Sand 


When the requester provides the additional information, A FOIA/PA Assistant working in 
Records Locator queue will request the records. 
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7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verijy ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. 

Third party requesters are not entitled to any public documents that may be in the file they are 
seeking, nor documents they provided in support of an application or petition. For example, if a wife 
is looking for a copy of her husband’s file so that she may divorce him, and says in her request letter 
that she does not know where he is or says she cannot get his consent, do not send a request back to 
her for her husband’s consent. In a situation like this, close the case as a Failure to Comply. 

7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 


8. CASE CREATE SITUATIONS/OTHER PROBLEMS 

At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
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supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
(NR C, F IPSP R O BLEM ), or in other situations to the MSB mailbox (NR C , NRCF O IAMSB). 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B 1/B2 visa, such as: “Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 


8.3 REQUESTS: Routine use, no consent required, not FOIA 

USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
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order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 


8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 

OA room will mail the request to the following address: 

Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 
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800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only , follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 

Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
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Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


8.7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 

! Records Locator ; ; ; jj Case Processor ; f Case Approver . J[ Unit Chief jj Up-froot approver ; jj Pendj! Reassign Office ; ji Send to Research : j( Delete i' : : ':Vi Open nerif 

Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 
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8.9 REQUESTS: Official Personnel File 


You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 


You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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8.10 REQUESTS: Red Cross / Last known address 
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Requests from the Red Cross or from some other non-govemmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 


8.12 REQUESTS: Return of original documents 

Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


8.13 REQUESTS: Privacy Act Amendment 
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A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 

4. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 


8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 
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8.16 SITUATION: Appeals 


While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 

Office: HR C Change Office 
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Select “Print.” FIPS will then print out all the pages of the request. Get those pages and take 
them to the designated appeals POC (Currently Claire Gage). After you are sure the pages 
printed correctly and you have control of those pages, click “Delete.” This is possibly the only 
time you ever click “Delete.” 


yd: to Research ([ Delete j :.JCpsn next 


8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 
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To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 


8.18 SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC, FOIA PROGRAM; McDaniel Marcia M (clicking 
the link generates the e-mail) providing the REQ number and information indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests. 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 


8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled Case Specifications, Category 4 (Other). 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
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ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 


8.20 SITUATION: Certification of record for dual Italian citizenship 

If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program. Refer to the section entitled 
Case Specifications, Category 4 (Other) . 

If the requester’s relative is deceased, he or she must submit the request to th e USCIS 
Genealogy Program . The web address for more information and instructions for submitting 
their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in order to 
apply for dual Italian citizenship. According to information obtained from the Italian Embassy in 
Washington, D.C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that we release as part of this FOIA request will serve that purpose. 


8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, the requester writes in and makes the following request: 
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“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 

NOTE: You may find the complete list of criteria in Section 3, “Category of request” in the sub- 
parag r aph “GE N .” 

Mr. Crab meets one prong of the criteria for genealogy because he was born long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. NFTS may show that the file has been retired and is at a Federal Records 
Center. If that is the case, request the file. If NFTS shows that the a-number has been retired to 
NARA, it means we have turned the records over to NARA permanently. The requester will 
have to send a request to NARA. Please select FINAL ACTION OPTIONS when creating the 
Acknowledgement Letter, select NA and replace the normal Acknowledgement Letter with the 
NARA Historical Record Letter located at 

0 : \F oi a\F 0 LA LIBRARY\C ase_Create_References\C ase_C reateT empl ate_Letters/Hi storical_ 
RecordLetter . 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), request the file. 


8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 


8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
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middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. In cases like this, it is likely that the adoption never 
happened. If that is the case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 

9. REFERRAL AND REDIRECTION 

9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U.S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIPS will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 
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Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.” 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
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another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection. Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry/exit information and the requester/subject provided an alien 
number, request the file. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 


9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 
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9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC. FOIASIG . After that, send the case to 
Unit Chief. 


9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See Entry/Exit CBP information above. 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 


11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A- number provided on the request (with example staffing) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents’ names) to 
complete the case create. If any of the required elements are missing, request the additional 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 



118 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


962 


12.1.1.2 Submit your location 
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12.1.1.3 Select “Inquiry” 
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12.1.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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12.1.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.1.1.6 “Blued in” information 

• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

• Comments may be important because a File Control Office may not be able to change a 
file location to “LOST” in NFTS. When that happens, the records person at the FCO will 
notate in Comments that the file is lost. If that is the situation, please refer to the Lost File 
Flowchart in Appendix H of this guide. 


12.1.1.7 The FOIA Operations Division Intranet Page 


Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the FCO List, which also has the RPC Reference Guide. 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That’s important for staffing. 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
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12.1.1.10 Figuring out a Staffing Scenario 

The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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12.1.1.11 Generate the file request 


Go to the “Tasks” tab and click on “Create File Request. 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. 


127 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


971 



12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.1.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
(Check Out)” 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments ” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.1.1.15 Save changes and check it back in 
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After this, send the case to “Pend.” 


12.1.2 Two or more A-numbers 


Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 

“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S : \ Record O ps Wiles 
to Comolidate. xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-files/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Staffing Scenarios - Receipt Fites for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). For receipt files at HBG. use the 
NON-FOIA HBG file request . Do not request DIG T-files at HBG with RPC codes XX. XY. 
ZG. ZY, or ZZ . Refer to the Staffing Sheet Guide for the most current information. 


12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 


12.7 Staffing Scenarios 
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12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF fde request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF AC S/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T- 
files. MSB will know the file is digitized because you have staffed using an RDF file 
request. This also applies to Retired files that have been digitized. Do not use the retired screen 
on Retired digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 

NR.C.” 

12. 7.2 Files Lost or Not Found LESS THAN NINE MONTHS 


Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 


When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED END:” 


If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 
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CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 

3270 


When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: file request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 
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(b)(6) 


1 ! 


Staffed to; Lost File at FCO: SNP 
CIRCULAR / SPECIAL LOST FILE SEARCH REQUEST 

Of fie e Co <le ; N RC C ontrol N mob er N RC 2 0 1 0 0 0 0 8 0 8 Date ; D e cemb er 6, 2 0 1 0 

Alien Nmobeif I Subject' Gloria Diaz Hernandez 


$<?rcefal Inquiry for A#1 ? 


4m • ' : ' ' ; 4edt 

'■ • • -mk m: 'i. WWMA } Z&W TO ■ ikC^T RG 

; ' • . : ' • . • . : . • 


The attached F 01 A/P A request is forwarded to y our o ffic e for action. Asa result ofthe attached systems earch, we 
request that you conduct a circular / special / lost file search for the subject records. 

Please certify by your signature and date that the lost / missing / not found record has been placed on the circular / 
special / lost file search list and its location is actively being sought or that the file has been found This file: 

is on the circular / special / lost file search list, 

is attached 

could not be located 


Printed Name 


Phone 


Signature 


Date 


= b tm 

:s ^ si 

‘.Draw. A. 

• y . i AuUShapes y . .A ..... .A .O \ 

Page 1 

Sec 1 1/1 At 2" 


* y y 

L n 21 Co l 1 

Generate the acknowledgement letter. 
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information 


Documents Required 
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1. Click Add Lost File 
Paragraph 

2. Click Generate Letter 
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FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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Dear Dennis; Toffiee: 


We received your request for information relating to Gloria Diaz Hernandez on December 06, 2010. 

Your request is being handled under the provisions of the Freedom of Information Act (5 USX 1 . § 552) 

It has been assigned the following control number. NRC2010000S08. Please cite tins number in ail future 
cor r espond ern e about your request 

We respond to requests on a tirst-m. fir st- out basis and on a multi-tr ack system. Your r equest has been 
placed in the complex track (Track 2) You may vsisli to narrow your request to a specific document in 
order to be eligible for the faster track To do so, please send a written request, identifying the specific 
document sought, to the address above. We will notify you if your request is placed in the simple hack. 

In accordance with Department of Homeland Security Regulations (6 C F.R. 5 5.3(c)), your request is 
deemed to constitute an agreement to pay any fees that may be char geable up to $25.00, Fees may be 
charged for searching for records sought at the respective clerical, professional and/or managerial rates of 
$4.00'$7.00/$10. 25 per quarter hour*, and tor duplication of copies at the rate of $ 10 per copy. The first 
100 copies arid two hours of search time are not char ged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees. Most requests do not require any 
fees; however., if fees in excess of $25,00 are required, we will notify' you beforehand. 

Tins office will be providing your records on a Compact Disc (CD) for use on your personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software A veision of Adobe 
Acrobat will be included on the CI> Your records can be viewed on your computer screen and can be 
punted onto paper Only record# 15 pages or more are eligible for CD printing. To request your 
responsive records on paper, please include your control number and write to the above address Attention. 
FOIA PA Officer, or fax them to (816) 350-57.85. 

Based on the information you provided in your request, we conducted a search of our records locator 
index system Tins: initial search indicated that the requested r ecord is lost or missing. As a result, we 
have asked the Records office to initiate a lost/imssing file sear ch. Tins process takes an unknown amount 
of time; therefore, we request your understanding and patience. Once the file is found, we will pr ocess 
and provide it to you. If the file cannot be found, we will notify you of our findings, 

USCTS no longer collects Social Security Numbers in connection with FOIA or PA requests When 
forwarding to us any' documents related to your request, please ensure any Social Security Numbers on 
the documents are blanked out or removed. 


B 3 H] 3 EP 

L' •: ^uo^hape:- \ A fj y.> ;'J 4 : y; X W ▼ - A, ▼ “ 77 XX ^ J g. 

Paae 1 Sec 1 1/2 X i V- .'A ■ An "7 ■ A." ! AA Enalish (U.s! ; 


When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 

12. 7.3 Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note; this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

12.7.3. 1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12.7.3.9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
PCQS, 

c. and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: A- 
file has been lost for more than 9 months and no other records 
exist. Closing as UT. Detail all systems searched as part of this 
Discussion. 

12.7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Otherwise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” create a 
Discussion with the subject “Unit Chief’ listing the date the file was staffed, the date the 
request was cancelled, and the date the file status was changed to lost. Send the case to 
Unit Chief. You’re done. 

12.7.3.4 If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” 
please move to the next step now. Otherwise, if there is a 9101 screen containing “EARM- 
X” “DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

12.7.3.5 Create a Final Action Letter and select the status UT. In the final action 
letter, after the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including screen prints 
of the electronic record.” Go to the next step. 

12.7.3.6 In the UT final action letter, attach the screen prints to the letter 
electronically (cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to Up-front Approver. You’re done, unless the case is later 
returned to you for further research. 

12.7.3.7 The Up-front Approver will review the UT letter with the inserted screen 
prints. If he or she is satisfied that a thorough search was conducted, the approver will 
forward the case to FOIA Approver. If the approver is not satisfied with the search results, 
he or she will return it to you for further research. 

12.7.3.8 The FOIA Approver will review the research and either close the case or 
return it for further action. If the case is approved, the FOIA Approver will close the case. 


148 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


992 



12.7 3 9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
including NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for 
the following additional files: XXXXXXX, XXXXXXX, XXXXXXX. 
Once they are received, please review. Please also verify that the 
original a-file is still lost. If the original a-file has been consolidated in 
fact but not in the systems, please process and send your case to 
approver. Also send an e-mail to the MSB for resolution. Include both 
a-numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a-file is 
lost. Your case will close as a PD even if no redactions are made. 
Thank you. 


12.7.3.10 Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. AnyT-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.7.4 Staffing FAQ’s 


Q: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

Q: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

0: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 


12.7.5 Records Indexing /Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 

■ Naturalization dates 

which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NOJIECORDS. It is important that you provide as much information as 
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possible on the Records Indexing file request. The name of the subject, year of birth and 
country of birth are required information. You should use the latest version of 
records_indexer.doc, which you may find in O:\Foia\FOIA LIBRARY\Case Create 
References\Case Create Template Letters. A sample records_indexer.doc follows: 
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FOIA/PA RECORDS SERVICES BRANCH 


CO#: 

DATE: 

*Name: 

*DOB: 

Alias: 

COB: 

A#: 

DOE: 

C#: 

POE: 

Natz Date: 

Visa File#: 


Other Info: 


* Required Fields 

^ FOIA personnel checked CIS, CLAIMS and PCQS and located no Records. 


All Files 
□ Alien File 
O Certify True Copy 


FOIA/PA RECORDS ACTION REQUESTED 

□ C-File □ AR-Print 

Q Visa File Q Non-Existence of Record 

□ 


FOIA Remarks: 


RECORDS 


SYSTEMS CHECKED 


Searcher: 


□ FLEX □ MiDAS □ MI 

□ CIS □ EARMS □ NIIS 

□ CLAIMS □ NIDC □ Other 


Search Section Receipt Date: 

I certify that this office conducted a thorough search of Index Systems and no record of the subject was found. 


Signature 


Date 


Alien Files/ Naturalization Files Section Receipt Date: 

I certify that this office conducted a thorough search in the Alien Files/Naturalization Section and no record of the 
subject was found. 


Signature 


Date 


Records Remarks: 
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TO RECAP RECORDS INDEXING: If the subject has had no business with the service 
since 1975 or earlier, they may or may not have a CIS record. If they do not, then staff to 
records indexing. If the subject has had business from 1976 forward, do not staff to 
records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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File Edit Session Transfer Program Options Window Help 


/Ult 

■3 


it! 


Cl MS E A 
COMMAND: 


I MMI CHAT I ON AND NATURAL! ZATI ON SERVI CE 
CENTRAL I NDEX SYSTEM - SEARCH MENU 


04/09/08 
09: 0/: 01 


A#: 000000000 


DOS: 00000000 


|01j ID #: 


j A/AA/AB/C/DA/DL/FB/FP/I /PP/SS/TD) 


OTHER MENU SELECTIONS 


1 02! SOUNDS- LI RE NAME 

1031 EXACT NAME 

1 04) AXA (ALIAS) NAME 

(OS! LAF S EXACT NAME 

(061 SOUNDS- LI KE NAME VI TH DOB 


(11! MANUAL SEARCH REQUEST (MR! 

(12j MANUAL SEARCH RESPONSE (SR! 

(15! ON-LINE A- NUMBER REPORT REQUEST 


( 92! DATA Dl SPLAY MENU 
( 931 ADD TRANSACTI ONS MENU 
( 94! RECORD MAI NT E NANCE MENU 
( 95! FI LE TRANSFER SUBSYSTEM 


SELECT TRANSACTI ON 


CLEAR EXIT 


ER. PRESS ENTER. FOR I D # SEARCH, XEY THE 
PREFIX AND THE I D # (EC, A1 2345 6789! ■ 


PF5 HELP 


PF6 Cl S 


HIJH OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary/applicant (3) AND as petitioner 
(6). - 
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( 5 1 File Edit Session Transfer Program Options Window Help 



FSXMI MNl 


/UU 

■3 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSI NC MENU 


SELECT AND COMPLETE ONE LI NE 


RECEI PT 




04/03/2006 
03: 10 
NRC2730A 


[SELECTIONS B E L 01 FOR APPLICATIONS AND PETITIONS ONLY) 


2, USER I D: 

3, BENEFICIARY/APPLICANT 
NAME (LAST!: 

Bl RTH DATE: 

4, A NUMBER: A 


[ MMDDCCYY! 


[ MMDDCCYY) 


| FI RST) 


REFERENCE 


S. PETITIONER 
NAME (LAST): 


PF3 PF6 

CANCEL MAI N M 
3 2 7 0 


! FI RST] 


P F 9 PF1G PF11 

LOGOFF REMOTE ACT UPD BY CODE 


PF 1 2 

ACT UPD BY RCP1 


HIJH OVR 


When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR. 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 


12.7.7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.7.8 ICE files 

There are currently five different types of staffmgs for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 


Office Section 

Acronym 

Investigations 

INV, IV 
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Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 


A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS. Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
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example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 
LOSJ9 163201 111, DALC922740405 or SPM9606900035, etc., are not receipt files we 
can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt 
but there is a record in PCQS. print any PCQS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the 
“Customize Letter” button selected. Attach a “Scan As” cover sheet to the screen 
prints, mark the box “Responsive Records” and take to person designated to scan 
RAFACS-onlv responsive records. Pend the case. 

12.7.12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
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CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand corner. The CLAIMS screen will show “owned by.” 


12.7.13 Archived receipts 


3} Fite Edit Session Transfer Program Options Window Help 


m fl hs 


18 ^ 


_ iff x:j 




/0B 


iXi 




■it 



: . : ;j 


FSXMRPT2 




01/27/2011 

09:35 

C0W6768C 


RECEIPT NUMBER 


MAS BEEN ARCHIVED 


TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT 'Y' BELOW 


GENERATE REPORT - (Y)ES OR (N)0: 


HUM 15 VR 


This screenshot shows a receipt that has been archived. 

If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to request the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the USCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 
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3. You may call the NVC automated help line at 603 - 334-0700 and enter 
the receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions in Paragraph 
12.7. 14, Receipt files; Lost receipt file, File destroyed or File cannot 

locate. 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDF’ or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes, call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 


12. 7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS (not RAFACS/CIS) staffing slot only. The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 


FIPS \'7\Q Training huM 05 r vv'sirk Queries 

S§^ Processing Fee information 


/ Actions 


Office j v -i NRC2010G06656REQ Status Request Case Creator mi porter 

Re si BLR i Scanned Created Perfected Final Action 

$ IpIcLP i 11/05/2010 : 

: "Icnt : : ; 


rnmmmi mmmmmmmmmm select the correct 

office 


:DLS 
! GEM 
| HQS 

\mc 


\ Porter 

ita Journaf-Con sdfcution 
Perimeter Center Parkwav 
b GA 30303 


First 


Middle 


-Number; 

Topic: h_ib visas filed: by Outsource Georgia, Inc,, 2008 to present. 


After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on “Reassign Office” 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC, FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC-Di rector.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER.” Please refer to REQUESTS: Return 
of original documents . 


Processing Fee Information 

Etna! Action Lei'cr v 

:ijDP:Dsip["icsts : 

ijEP,r Created in Error j 

•:FC: Requestors failure to comply : 

:• FI: Requestor’s failure to ID records • 
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iijRC: Redirected to another agency : 

i-RF: Referred to a DBS Component • 

J 07; Unable to locate records j 

iji VVD : Request with-dra wn : 


Final Action Dependent Options 

Records Needed 

Insert Clerk of Courts, -National Archives paragraph 
... Insert women married to LFS, citizens paragraph 


UriiK 

MIL 

Non FOIA Offices 
:: Privacy Act Amendment Request 
i REQUEST FOR FILE FROM A FOREIGN ECO 
;; Service Canters 
TRIM FOIA/PA UNIT 

iiwCF 




Submit i i Reset: ] [ Cancel ! 


You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 


Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


16. EC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

O:\ Foia\FO IA LIBRARY\Case Create R e fer e nce s \C a s e Crea t e T e mp lat e Le tte rs\Fa i l u r e to , 
ComplyLetter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


17. MARKING A DOCUMENT “DO NOT SEND” 


From time to time, there will be an instance when we should not mail a system-generated 
letter. Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/m emo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 

We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


intents Discussions 

Case Actions 
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Create Additional Cases 

Not Started 

Croats Tile Request 
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;[ Records Locator ij Case Processor J Case approver [[ Unit Chief ]( Op-front Approver i'Peodji Reas&ipn Office j( Se 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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ipCase360Home 
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Fee Estimate ; i r] Other Requester Documentation 

Prepayment Required ; 


ill] Advance Payment Returned 
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Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 


' ; W Case360 Home 


FIPS v 7 .0 Training build 06 " work Queries 

Processing Fee information 

Successfully generated letter Acknowledgement Letter-FQLA. 

I: Click cm OK to continue. 


' Actions 


Standalone Search 


•OK! 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 


19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 

20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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4. Click Add Document to create a new CSD slot. 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned). If the fax needs to be scanned in before reviewing, the FOIA/PA Assistants can 
scan it in and notify you. They may also deliver the fax or mail if needed. 

22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 


23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 
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23.1 THE OA ROOM 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• The requester has either has a changed or new address; therefore, the records need to be 
re-printed and re-mailed to the requester. You need to state in your instructions to the 
OA room that you’ve made the changes to the address in the final action letter. Correct 
the address on the final action letter and the FIPS database. State that you’ve changed the 
address in a Discussion. 

Don’t forget to add a Discussion to the original case. 


(NRC, FOIAOA) 

Vwwwvwwwwwvwwwvwwwvwwwwwvwww/ 


Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 
of the case, and specific instructions relating to the case. 

23.3 FIPS PROBLEM 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 


(NRC, FIPSPROBLEM) 

VMVUWWWWWUW&VWWWVWWWWWVWVyWUVWVWVUVWWWUWWWWUVVWfc/ 
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• If responsive records need to be copied from one case to another 

• If records are incorrectly scanned in a case and need to be removed 

All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 

23.4 FOIA FILE REQUEST (NRC, FOIAFILEREQ) 


Send e-mails to FOIA File Request if you discover A file sitting on a shelf and it has not been 
scanned in to the case. Include the control number and the A-number in these e-mails. 

24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


25. MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


25.1 RETURNED MAIL: 


25. 1. 1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 
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Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on the 
“U” to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 

25.1.3 Final Action Letters 
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Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address 
the reason the CD was returned. Discussion should include 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 
a. Make a copy of the CD and returned envelope. 
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b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor 
are the only ones who see this paperwork. 


25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of FOIA/PA Request) 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 

• Correspondence about delinquent payments (including checks) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 

Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 
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25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the MSB supervisor. A supervisor must review the correspondence 
and make a determination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 


25.2.2 Requester documentation / additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
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FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LIBRARY\Case Create ReferencesYTemplate Letters\FC Letter. 


25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

US. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
( www.uscis.gov) . 

From www.uscis.gov, find the link near the bottom of the left column under “Other 
Services” marked “ FOIA Request Status Check .” Click there to navigate to the online 
status check page. 

The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 

If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 
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If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the “Q” button. Change the information on the 
letter that shows the status of the case, replacing it with the results from the online status 
check before you close and save. Use the latest Status Letter from 
O:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Letters , 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 


26. BLANK TAPES/CD’s 
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If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 

28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. 
below. If you feel that you have a true congressional request or appeal, control the case, put the 
case in Unit Chief and e-mail your supervisor the control number. A supervisor will either send 
the case to SIG or return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self 1 in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


29. INCORRECT PAGE COUNTS: 

The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 

1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 
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3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 


32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 
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• Requester docs have been received 

• Requester writes to request the record on paper 

• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. 1 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.2 Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action on 
the case. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests and re-staffing due to age affects the 
aging reports and makes it impossible to track these pending cases properly. Please continue 
to repend these cases as necessary. 

32.5 If the A file has been scanned in and we are waiting on a T-file, review T-file staffings in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send the 
case to the processor. 

32.6 If the A-file has been scanned in, but there is an open pending slot for a T-file: Review 
“T” file history in NFTS. If the “T” file has been consolidated /combined with the A-file, 
check the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 

32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32.7.1 Check all offices for duplicate cases in FIPS using the alien number. 

32.7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 
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32.7.3 If you find a duplicate case, make a Discussion and advise NRC, FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PH or verification of identity is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other documentation box. 
Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References\Case Create Template LettersVRequester 
Docs Attachment). Check the boxes required and pend the case for Requester Documentation. 
If the processor is asking for information that is already present in the scanned documents, put 
in a Discussion asking for clarification on what the processor is requesting. You may also 
have to point them to the slot where the information is currently contained. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PH provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create Template 
Letters\Failure to Comply Letter. Send the case to approver when you are finished. 

32.12 Deleted. 

32.13 If a request for consent is returned but the requester says he or she is a third party 
requester (they have no relationship to the subject of the record and cannot or will not get 
consent), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 

32. 14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request the correct file. You must 
then send an e-mail to FIPS Problem mailbox and ask that the wrong records be removed. 
Clicking the link above will automatically send a copy to the FOIA Program mailbox. 
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32.14.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there are 
two cases for the requester. If not, you will need to correct the one that exists to become a 
request for the beneficiary’s information. Locate the correct records and re-staff 

32.14.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible that the 
scanning contractor has scanned the wrong file into this case. Here are the steps to follow if 
you believe this may have happened: 

32. 14.3 . 1 Look for a pending case for the records that were scanned into 
your case. 

32. 14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32. 14.3.3 If they have not, you’ll need to have the records moved from 
your case over to the correct case. You will have to have the slots in your 
case re-set to pending by the NRC, FIPS Problem mailbox. Clicking on 
the link will automatically send a copy to the NRC FOIA Program 
mailbox. 

32.14.3.4 If the pending case already has records scanned in, review those 
records. 

32. 14.3.4. 1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 

32. 14.3.4.2 If they are duplicates, then you do not have to do 
anything with that case. 

32. 14.3.4.3 You will need to have the wrong records removed 
from the staffing response and responsive records slots in your 
case. Send an e-mail to the NRC, FIPS Problem mailbox. Clicking 
on the link will automatically send a copy to the NRC FOIA 
Program mailbox. 

32.14.3.5 If you pull a case in Records Locator queue and there is a 

Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 

32. 14.3.5. 1 The request must be over six months old before we 
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send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 

32. 14.3.5.2 If the interim interest letter is returned saying the 
subject is no longer in custody and we do not have another address 
for the subject, you can close the case FC. Do not close out the 
case FC without the returned mail. 

32.14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 

32. 14.3.6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32. 14.3.6. 1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose “RD” and select “NVC” 
from the drop-down box. Save the document and check it in. 

Send the case to Up-front Approver. 

32.14.3.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to Receipt files; Lost receipt file. File destroyed 
or Fi l e cannot lo cate. 

32. 14.3.6.3 If the receipt file has been rejected by the service, 
there are no records to retrieve. Close out as No Record, with an 
explanation of rejected receipt files. 


33. REPENDING IN RECORDS LOCATOR QUEUE 


33.1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 
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33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF ACS/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 


33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC. FOIASIG of this. Insert the NRC case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffings for files, then 
e-mail NRC , FOIAFILEREQ to research and to have the file scanned in if necessary. 


34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34. 1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 

34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 

34.3 The requester has a Track 2 case and provides the required documentation to change 
their request to a Track 3. Prepare a status letter and advise the requester that their case is 
now in Track 3. 
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When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy 
NRC, FOIA PROGRAM and your supervisor. The e-mail should include the case number and 
the action you took. 


35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC, FEPSPRO mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 

- The number of pages scanned in. 

Send the case to Unit Chief/ Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 

Lost File 


36. Deleted 

Cas e s r e c e iv e d in R e cords Locator qu e u e that n ee d acknowl e dg e m e nt l e tt e rs must b e r e- assign e d 
to a Troubl e shoot e r in th e Cas e Cr e at e rol e . Pl e as e contact a sup e rvisor with th e NRC Control 
Numb e r and ask that th e cas e b e r e assign e d to you in th e Cas e Cr e ate rol e . 
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37. RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 


39. IN TRANSIT FILES 

If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 

40. MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 

41. MSB DIRECTED PROJECTS 

Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 
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Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIA Fax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786,5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www . uscis.g o v 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’ s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 

FOIA Appeals Office 

150 Space Center Loop, Suite 500 

Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Ciudad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 
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LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL - Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 
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SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI - Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG - Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV- Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 


www.uscis.gov 


Title 

Form Number 

Chanqe of Address 

AR-11 

Alien's Chanqe of Address Card 

AR-11SR 

Genealoqy Index Search Request 

G-1041 

Genealoqv Records Request 

G-1041A 

Notice of Entry of Appearance as Attorney or Representative 

G-28 

Bioqraphic Information 

G-325 

Bioqraphic Information 

G-325A 

Bioqraphic Information 

G-325B 

Bioqraphic Information 

G-325C 

Freedom of Information Act/Privacy Act Request 

G-639 

Verification Request (Non-SAVE aqencies) 

G-845 

Document Verification Request Supplement 

G-845 Supplement 

Document Verification Request (SAVE Aqencies) 

G-845S 

Return of Oriqinal Documents 

G-884 

Application for Replacement/Initial Nonimmiqrant Arrival-Departure Document 

1-102 

Petition fora Nonimmiqrant Worker 

1-129 

Petition for Alien Fiance(e) 

1-1 29F 

Nonimmiqrant Petition Based on Blanket L Petition 

1-1 29S 
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Title 


Form Number 


PgMQn,fQLA|ien .Rejativ e 

Application for Travel Document 

Affidavit of .Support 

Immigrant Petition for Alien Worker 

Ap.pJjcatign_fo£Ad^ Permjssjpn to.ReturnJo 

Application for Advance Permission to Enter as a Non-Immigrant 

Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppjjcatjpn i for Removal 

Notice of Appeal or Motion 

PeMQnlQr.Ame_ras^ 

Affidavit of Financial Support and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Request lojjjnf^ of FjnanciaJ„Support„and Jn^ntJo,J^tiy i ^„fbr_Leg^jCu i stod i ^[ 

for P.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


-130 

-131 

-134 

-140 

-191 

-192 

-193 

-212 

-243 

-290B 

-360 

-361 

-363 

-485 

-485 Supplement A 
-485 Supplement C 
-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
INA) 


Waiver of Rights, Priveleges, Exemptions, and Immunities I-508F 
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Title 


Form Number 




Application To Extend/Change Nonimmigrant Status 


EQLPerspns seekjn£V_n_onjm^ 
status. 


Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
PLQhange/Adjust^ 


Application for Asylum and Withholding of Removal 


Petition to Classify Orphan as an Immediate Relative 


Application for Advance Processing of Orphan Petition 


Application for Waiver of Ground of Inadmissibility 


Ap plication B y Refugee For Waiver of Grounds of Excludability 


Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
thejmmigration and„Nationality 


Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 


Application for Status as a Temporary Resident Under Section 245A of the Immigration 
3n.lM3tion3jj]y.Act 


Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 210 of the 
Immigration and Nationality Act 


Re port of Medical Examination a nd Vaccination Reco rd 


Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
NatjonaJjty.Act 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245A of Public Law 99-603) 


Refugee^ 


1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 

1-698 

1-730 
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Title 


Form Number 


Petition jo Remove Jhe Condition^ 

Application for Employment Authorization 
Appjication Jor RepJacementof.No 

Petition to Classify Convention Adoptee as an Immediate Relative 
AppJjcatign.for .Determj nation of„SuitajDiJi^ 

Application for Family Unity Benefits 
Application for Temporary Protected Status 
Application for Action on an Approved Application or Petition 
Petition by Entrepreneur to Remove Conditions 
Inter-Agency Alien Witness and Informant Record 
Affidavit of Support Under Section 21 3A of the Act 
Contract Between Sponsor and Household Member 
Affidavit of Support Under Section 21 3A of the Act 
Poverty Guidelines 

Intending Immigrant's Affidavit of Support Exemption 
,§£QD.sg[!s .Notjce^oJ Change o^ 


(Pursuant to Section 203 of Public Law 1 05-1 00 (NACARA)) 


Emplo ym ent Eligibility Verification 


-751 
-765 
-777 
-800 
-800 A 
-817 
-821 
-824 
-829 
-854 
-864 
-864A 
-864EZ 
-864P 
-864W 
-865 
-881 

-9 


Application to Replace Permanent Resident Card 1-90 

Application for Authorization to Issue Certification for Health Care Workers 1-905 
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Title 


Form Number 


Request jorPremium^p 

Application for T Nonimmigrant Status 
Petitipn_fgrU„Nonimm 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 
Appjjc.atipn.to^ 

Request for a Hearing on a Decision in Naturalization Proceedings (Under Section 336 
of the INA) 


1-907 

1-914 

1-918 

1-929 

N-300 

N-336 


Monthly Report Naturali zatio n Papers N-4 

Application for Naturalization N-400 

n-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJjcatipn.fopRepiacement.Natu N-565 

Application for Certificate of Citizenship N-600 

Application. fprCitizenshipan N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification for Disability Exceptions N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

ADDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 
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BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 
BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 

BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 
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CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 
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DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 
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EEV 


EFOIA 

ENFORCE 

EOIR 

eOPF 

EPA 

ERO 

ESC 

ETC 

EVD 

EWI 

FAA 

FARES 

FBI 

FCC 

FCO 

FD-258 

FDL 

FDNS 

FDNS-DS 

FDU 

FED VIP 


Employment Eligibility Verification 

Electronic Freedom of Information Act (initiative) 

Enforcement Case Tracking System 

Executive Office of Immigration Review 

Electronic Official Personnel Folder (eOPF) 

Environmental Protection Agency 

Eastern Regional Office 

Eastern Service Center 

Eastern Telephone Center 

Extended Voluntary Departure 

Entry Without Inspection 

Federal Aviation Administration 

Fees and Applications Receipt and Entry System 

Federal Bureau of Investigation 

Federal Communications Commission 

File Control Office 

Fingerprint Card 

Forensic Document Laboratory 

Fraud Detection National Security 

Fraud Detection National Security - Data System 

Fraud Detection Units 

Federal Employees Dental and Vision Insurance Program 


214 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


1058 



FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOIA Freedom of Information Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 
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GPO 


Government Printing Office 


GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

I- 1 40 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 

After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 
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I-485B 

1-539 

1-551 

1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

BF 

BIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 


NACARA Supplement to Form 1-485 Instructions 
Application to Extend/Change Nonimmigrant Status 
Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 
Immigration Card Facility 
Information and Customer Service 
Integrated Digitization Document Management Program 
Automated Biometric Identification System 
Identity Management System 
Individual Development Plan 
Immigration Examiner 
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II 


Immigration Inspector 


IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

U Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 
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KST 


Known Suspected Terrorist 
LAPR Lawfully Admitted Permanent Resident 

LAPS Legalization Application Processing System 

LEAD Leadership Education and Development 

LES Law Enforcement Sensitive 

LESC Law Enforcement Support Center 

LIFE Legal Immigration Family Equity (Act) 

LIN Northern Service Center (Lincoln, NE) 

LOU Limited Official Use 

LPR Lawful Permanent Resident 

LULAC League of United Latin American Citizens 

MFAS Marriage Fraud Amendment System 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 

N-300 Application to File Declaration of Intention 

N-400 Application for Naturalization 

N-565 Application for Replacement of Naturalization/Citizenship Document 

N-600 Application for Certification of Citizenship 

NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 

NBC National Benefits Center 
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NCIC 


National Crime Information Center 


NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Project 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 


221 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 12/19/2011 


1065 



PC 


Peace Corps 


PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 
RAPS Refugee, Asylum and Parole System 

RAVIJ Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 
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STAR 

System for Time and Attendance Reporting 

TAC 

Third Agency Checks 

TAP 

Tuition Assistance Program 

TCDD 

Training and Career Development Division 

TECS 

Treasury Enforcement Communication System 

TPO 

Transformation Program Offices 

TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 
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USMC 


United States Marine Corps 
USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

VD Voluntary Departure 

VIS Verification Information System 

VOI Verification of Identity 

VTVPA Victims of Trafficking and Violence Protection Act of 2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

WSC Western Service Center (same as California Service Center) 

WTC Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department, Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing b y any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System (FIPS) - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis.gov/portal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G - 28 - No tice o f Entr y of A pp earance as A t torne y or Re p resentative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 


¥ : 

V, 

: 


ll®#^ 

ijjHMMI 


• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


Track * L~ 


Track history 


M 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create Flow Chart for All mv records. 
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Lost File Flowchart 


Less than 9 months More than 9 months 
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In the UT final action letter, attach only the 9101 screen print of the subject 
(Cut and paste from CIS) to the last page of the UT letter. 
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In your discussion, note all systems you checked and specify the date lost 
in CIS. Make sure your CSD’s have been sent for scanning and send 
case to Up-Front Approver. Stop: you are done . 
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APPENDIX I; ALIEN NUMBER ASSIGNMENT 
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APPENDIX J: 16 RULES OF CASE CREATE 


1 . Read the entire request, including all requester documents and case supporting documents. 
Look for specific language on the bottom of the G-639. What are they requesting? This will give 
you direction before you start filling in the worksheet. 

2. Search for duplicate cases before you fill out the worksheet. Search by A number, if 
provided, and the subject’s first and last name. Send any duplicate cases and/or documents that 
belong to a previous case (such as CSD’s, requester documents, or track changes) to the 
Research queue. 

3. Make sure we have valid consent, and VOI (DOB and COB). If not, close as FC, including a 
Discussion of your reason for closing it. If you have a question, consult a supervisor. 

4. Do not send out for requester docs if we have everything in rule 3. If you feel there are 
extenuating circumstances that require you to go out for additional information, you must get 
supervisor approval and case note the reason. 

5. Search PCQS every time. Use the symbol to search for double last names. Example, 

Juan Rodriguez Martinez would be searched under last name as “rodriguez*” This will catch 
every last name that ends with Rodriguez plus all other last names, including names that are 
hyphenated. Also set the parameters in PCQS so that it searches at least +/- 3 months on both 
sides of the birthday. 

6. Cross-reference everything you find in PCQS with CIS. If there is a discrepancy between 
PCQS and CIS, seek out a supervisor for advice. 

7. Always check the date of entry on the request. Always do a Records Indexing staffing on 
subjects who entered prior to 1975. 

8. Always Staff, Redirect, or Refer cases based on what is responsive to the request, meaning 
what they ask for, and not necessarily what they provide. For example, if they ask for voluntary 
departure information in 1999, don’t staff for a receipt file just because they listed it on the back 
of the G-639. It is not responsive to the request. Always refer to the track 1 and 2 flow charts if 
you are unsure how to proceed. Make sure you are addressing all of the request. If they ask for 
a copy of their 1-94 and deportation records, you will need to RF them to CBP and include ICE 
information or vice versa. 

9. Always use the address listed on the G-639. If you cannot read the address listed on the G- 
639, or the address is from a consular office, or a congressional office, you may use the address 
listed on the G-28, or other documents in the request, such as an envelope. If you find no other 
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address, insert a Discussion and send the case to Unit Chief. Don’t forget to look for apartment 
or suite numbers, which are to the far right of Form G-639, and always double check the address. 

10. Make sure you are marking the correct track and it matches the category. Specific requests 
for 3 documents or less are track 1 cases. You must add the specific language on the request (or 
as close as possible to their language) to the track 1 acknowledgment letter. 

1 1 . Make sure you address any Track 3, expedited or fee waiver requests. FOIA/PA assistants 
may approve or deny Track 3 requests. You must send expedited and fee waiver requests to Unit 
Chief for approval, or denial, and a supervisor will return it to you to create the letter. If the case 
is being closed as a NR, RD, RF, DP, or NA, you do not mark it as a track 3, expedited, or fee 
waiver request. 

12. Do not staff for A files that have been lost for more than 9 months. Follow the instructions 
on the lost file flow chart. A files lost for less than 9 months should be staffed and pended per 
the instructions on the lost file flow chart, along with any other responsive files such as t-files 
and unconsolidated receipt files. Always remember to unmark the circular search field when you 
cancel a lost file staffing. Also, when you staff for additional files such as a receipt file or lost 
file, you must first uncheck circular search and hit save, then staff for the additional files, and 
then recheck the circular search field and hit save again. If you do not do this, the additional 
staffings will be marked as a lost file and the staffings will not get processed. 

13. You must e-mail a supervisor when you change tracks on a case. Just changing the track 
and hitting save will not move the case to the appropriate queue. 

14. Proofread your final action letters. Make sure what you are telling them makes sense. There 
are some final action letters such as FC letters and NA letters that you must change. 

Specifically, you will need to change the dates or you may need to remove certain paragraphs. 
You should not bold, highlight, or underline anything on any of the letters generated by FIPS. 

15. Every time you move a case from one place to the next, you should create a Discussion. The 
Discussion should describe what actions you took. The Discussion should be short and to the 
point, but adequately describe any important facts or issues such as “closing as NR, searched 
CLAIMS, CIS, PCQS, sending screen prints to be scanned as CSD”, or “Sending case to Unit 
Chief, NFTS is currently down”, or “Switched tracks from track 1 to track 2, e-mailed supervisor 
to move to proper queue”. Discussions are the first thing a supervisor reads and they should 
immediately be able to tell what actions have been taken in the case and what issue needs to be 
addressed. 

16. Unit Chief is not an outlet for questions and should primarily be used after hours when no 
supervisor is available, or when there are system problems such as NFTS or PCQS outages. If 
you are stuck on a case, please leave your cube and seek out a supervisor. Please call by phone 
only as a last resort, because it is harder to give the correct advice without being able to see all 
the facts. You must include a Discussion in any case you send to Unit Chief. The Discussion 
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must adequately describe the nature of the problem, or the supervisor will send the case back to 
you for clarification. 

I have read these rules and understand them. I agree to seek clarification with my supervisor if it 
becomes necessary to deviate from these rules: 


Signature: 


Date: 
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FOIA/PA ASSISTANT’S GUIDE 


FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=t> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? ACD FOIA/PA Operations and your 
Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office Automation 
personnel accomplish their missions. Through ACD Operations, Supervisors submit a new rule 
or procedure to ACD FOIA Program. At the direction of the ACD, Program Office may 
immediately amend the guide, or they may seek clarification from Office of Chief Counsel. 

After consultation, Program Office will either amend the Guide or propose a modified rule to 
ACD Operations. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet page. 

When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 


THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 


WHAT ARE FOIA REQUESTS AND HOW DO WE GET THEM? 

A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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WHO CAN MAKE A FOIA REQUEST? 

Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 
titled “THIRD PARTY REQUESTS” in this guide. 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 




1.1 Introduction Screen 

;::|H fife Edit Session Transfer program Qpttons iMndow fctelp : 


Jajxj; 


/an 

11 


/OB 

I! 


ft 


WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 


USERID ========> 

ft PASSWORD ======> 

NEW PASSWORD ==> 
VERIFY NEW PASSWORD ==> 


PF1 = HELP 

PF4 = WHOfiMI 


PF2 = TIME 


PF3 = LOGOFF 


ENTER = PROCESS CLEAR = REFRESH 


:>ojd,ws.. 


7: IT am: 
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This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 


1.2 Tele View Main Menu 






: “• Q, X J 


File ; Edit: : Session . : Transfer : Program : 

\ i r Window : : Uelp 






ft 

■ 

M 



GS 

n 

f § ^ IK [HI 

/OD 

.11 


£1 

m 




MODEL : 

LUO -2/2 

DAL CA-TE LE VIEW 4.4 

USERID: 

NRC0291B 

LUNAME: 

J5NRC1AA 


ESCAPE: 

PA 1 

COMMAND 

— >\M 




Sesnum 

System 

Application Status 

Remarks / Description 


1 

HELP 

Available 

TeleView Help Facility 

2 

MSG 

Available 

TeleView Message Facility 

3 

NEWS 

Available 

Help & News Menu 

4 

J406IDMS 

Available 

RAPS-AP5S-E0IR 

5 

J427IDMS 

Available 

FOIA/ MACS /STSC/MFAS/RNACS 

6 

J479IDMS 

Available 

CLAIMS 

7 

J427CICS 

Available 

DAL ROPES 

3 

J504CIC5 

Available 

WDC ROPES 

9 

J537IDMS 

Available 

AR11 

10 

J534IDMS 

Available 

CIS 

11 

J527IDMS 

Available 

PICS/ADMIN SYSTEMS/DACS 


PF1= HELP P F 3= END PF7= PAGE UP PFS= PAGE DOWN PF9= NOTEPAD PF 10= ERASE NOTES 


3270 


30JD.WS... 


7:25 AM 


The number selected to access CIS will vary for each computer. 
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/. 3 CIS Login Screen 


imiii 




Mill 


^ Efle Edit Session Ijansfer Program Options SMndow ; ydp i 


SW 

m 


m 


Cl M LOGO 
COMMAND : 


CCCCCCCCCCCCCCC 

CCCCCCCCCCCC 

cccccccccccc 

ccccccccccc 

cccccccccc 


ccccccccccc iiiii 

CCCCC IIIII 

CCC IIIII 

IIIII 
IIIII 

WELCOME TO THE CENTRAL 
IIIII 
IIIII 
IIIII 
IIIII 

CHECK NEWS SCREEN ON A 


CCCCCCCCC WELCOME TO 

CCCCCCCC 
CCCCCCCC 
CCCCCCCC 
CCCCCCCC 

CCCCCCCC CHECK NEWS 

CCCCCCCCCC 

CCCCCCCCCC LAST NEWS S 
CCCCCCCCCCC 

ccccccccccc 

cccccccccccc 

cccccccccccc 

CCCCCCCCCCCCCCC 


-PRESS ENTER TO PROCEED TO MAIN MENU 

3270 


LAST NEWS SCREEN CHANGE 
IIIII 


SSSSSSSSSSS 
SSSSSSSSSSSSSSS 
SSSSSS SSSS 

SSSSS 

sssss 

INDEX SYSTEM 
SSSSS 

sssssssssssss 

ssssssssssssss 

ssssssss 

REGULAR BASIS ! ! SSSS 

SSSS 

: 06/28/2005-15:20 EST SSS 

SSSS 

SSSS 

SSSSS SSSS 

SSSSSSSSSSSSSSSSSS 
SSSSSSSSSSSSS 


PF5 CIS CURRENT NEWS 


DOJD.WS... 


AlNNMfvj 7 : SO AM 


This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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1. 4 CIS Main Menu 


jjii— 


Pile gc&t gession Transfer 


CIMMEN 
COMMAND : 



m 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


(91) SEARCH THE DATA BASE 


Hi*? 

ii! 


tk 


1Q/1S/QS 

09:56:36 


(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 


(94) RECORD MAINTENANCE 


(95) A-FILE TRANSFER SUBSYSTEM 


-- SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 


CLEAR EXIT 


PF5 HELP 


WiMMM. 


® Input Form 


CISResourceGuide 


9*12 AM 


This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 
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1.4.1 Search Menu Screen 




4^| File Edit Session Transfer Program Options Window Help 


lllMlIXl 


Is 


/on 

m 


fCE 

m 




m 


CIMSEA 
COMMAND : 

A#: 000000660 NAME : 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


10/18/05 

16:02:06 

DOB: 00000000 


(01) ID #: 

(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 

(02) SOUNDS-LIKE NAME (92) DATA DISPLAY MENU 

(03) EXACT NAME (93) ADD TRANSACTIONS MENU 

(04) AKA (ALIAS) NAME (94) RECORD MAINTENANCE MENU 

(05) LAPS EXACT NAME (95) FILE TRANSFER SUBSYSTEM MENU 

(06) SOUNDS-LIKE NAME WITH DOB 

(11) MANUAL SEARCH REQUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUMBER REPORT REQUEST 


| <-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456739) . 

CLEAR EXIT PF5 HELP PF6 CIS MAIN MENU 


tchbsard;;;;;; H input Sqirm : ; 


:^oyrceGuide! 


i S:02 AM 


From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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1.4.2 Search by A-number (9101) 


File Edit Session Transfer Program Options Window Help 


WMmm 
\ WfM 


Is 


m 

m. 

4"® 

•® 

H® 

: H.® 


m 


CIMIDN 

COHMfiND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ID # SEARCH /DISPLAY 


10/18 / 0 5 
10:02:55 


ID # (A/AA/AB/C/DA) : 

(DL/FB/FP/I/PP/SS/TD) 


LAST 

FIRST 

MIDDLE 

ALIASES 

SEX: 

POE: 

COB: 

DOE: 

NATZ DATE: 
COURT: 
LOCATION: 

FCO : 

COA: 

COC: 


FATHER: 

PFCO : 

SFCO : 

DFO: 

BIN: 

MOTHER: 


CONSOLIDATED A-NOS 


OTHER INFORMATION- - 


SSN 

1-94 ADM # 
PASSPORT # 
FBI # 
DRIVER LIC 
FINGER CD# 


OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PFS HISTORY 

PF9 EAD PF11 EOIR 

3270 


tchbdardWi; 


iesourceQuide! 


WiWWMO 9:d3 AM 


In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings. In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 
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1 . 5 Sounds-Like Name Search (91 02) 


File Edit Session Transfer Program Options Window Help 




!i 


^urt 

m 


fCHJ 

m 




m 


CltlSND 
COMFIRHD : 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE” SEARCH 


10/18/05 

10:09:04 


* LAST NAME: (40-CHARS MAX) 

FIRST NAME: (25-CHARS MAX) 

LAST NAME HATCH: (NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 

FIRST NAME MATCH: (NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 

PREVIEW NAME: (Y/N) 

EXACT DOB: (MHDDYYYY) 

DOB RANGE: (DATE RANGE - YYYYR; YYYY-YEAR, R-Q-9) 

COB: (5-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MHDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

* LAST NAME IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE” SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


t.:hto«:d 


i| Input Form 


is-xirceaide ; 


: 9:09 AM 


Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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1. 6 Exact Name Search (9103) 




file Edit Session transfer 5r->jam Options ifflindow yelp 


MM 


/QE 

ffl 


£l fk 


CIMEXfl 

IMMIGRATION AND NATURALIZATION SERVICE 

12/15/05 

COMMAND :| 

CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 

08:44:21 

* LAST NAME: 

(49-CHARS 

MAX) 

* FIRST NAME: 

(25-CHARS 

MAX) 

MIDDLE NAME: 

(25-CHARS 

MAX) 

EXACT DOB: 

(MHDDYYYY) 


DOB RANGE: 

(DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 


COB 

(5-CHARACTER COUNTRY CODE) 


COC 

(5-CHARACTER COUNTRY CODE) 


POE 

(3-CHARACTER PORT OF ENTRY CODE) 


DOE 

(MHDDYYYY) 


COA 

(3-CHARACTER CLASS OF ADMISSION CODE) 


FCO 

(3-CHARACTER FILES CONTROL OFFICE CODE) 


SEX 

(M/F) 


* LAST NAME AND 

FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL, 


SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
1 CLEAR EXIT PF3 REFRESH 

PF4 MENU 

PF5 HELP PF6 MAIN MENU PF9 SOUNDS-LIKE 

SEARCH 

ptonOoc ,.,j ’;:|J Mrcdtall on 'Nrcir.,, ^CISResourceGuide : i||f| MO 

H 7:47 AM 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 


10 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1101 


FOIA/PA ASSISTANT’S GUIDE 


1 . 7 Alias (AKA) Name Search (91 04) 


: Ffe Edit ; Session Transfer Program Options Window Help 


§§ 

mi 


$1 

iS 


I!: 9$ ■ ^ M £1 

m 

m 


CIHRL I 
COMMRND : 


IMMIGRATION RND NRTURfiL I Z AT I ON SERVICE 
CENTRRL INDEX SYSTEM - RLIRS (AKA) NAME SERRCH 


01/3O/06 

12:56:45 


RKR/NEE LRST NRME: 
RKA/NEE FIRST NRME: 

LRST NRME MATCH: 
FIRST NRME MRTCH: 


(40-CHRRS MAX) 
(25-CHRRS MAX) 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


EXACT DOB: (MMDDYYYY) 

DOB RANGE: (DATE RANGE = YYYYR ; YYYY=YERR, R=0-9) 

COB: (5 - CHARACTER COUNTRY CODE) 

COC: (5 - CHARACTER COUNTRY CODE) 

POE: (3-CHRRACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COR: (3-CHRRACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST A SEARCH ON F IRST- NAM E- ONLY ALIASES, ON LRST- NAM E - ONLY ALIASES P 
AND ON RLIRSES CONTAINING BOTH FIRST AND LRST NAMES. OTHER FIELDS ARE OPTIONAL. 
SPECIFY THE SERRCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 

CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 


WKKMKm EK8B3.WCD1 


:^j : File I : lEdit ' I : Session I : : Transfer: 1 1 1 Program : 1 1 Options I : ' Wrncbw : . ' Help : 


m*M 




m 

na 


.ssH 


CIMDSND 
COflH FIND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE" NAME 
WITH DATE OF BIRTH (DOB) SEARCH 


iSE® 


liliil 


08 / 03/66 
09 : 25:07 


* LAST NAME: 

* FIRST NAME: 

EXACT DOB: 
DOB YEAR RANGE: 
DOB MONTH RANGE: 
DOB DAY RANGE: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40-CHARS MAX) 
(25-CHARS MAX) 

MM =MONTH ; DD = DAY) 


(MMDDYYYY ; YYYY=YE AR ; 
(YYYYR ; R=©-9) 

(YYYYMMRR; RR-0-12) 

(YYYYMM DDRR ; RR-0-31) 


(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


COB: 

(COUNTRY CODE) 

COA: 

(CLASS 

OF ADMISSION CODE) 

COC: 

(COUNTRY OF CITIZENSHIP) 

FCO : 

(FILES 

CONTROL OFFICE CODE) 

POE: 

(PORT OF ENTRY CODE) 

SEX: 

(M/F) 


DOE: 

(HHDDYYYY) 





LAST NAME, FIRST NAME AND ONE OF THE DOBS ARE REQUIRED. REMAINING FIELDS ARE 
OPTIONAL. SPECIFY SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


hum aw; 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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1. 9 Card Search (9222) 


H8B3.WSD, BHSm.WCD 






MU MOW 


The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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1.10 File Transfer Display (9504) 


IBHHH 


||e Edt Sessktt T ratisfer Program Options %idow Help 


1x09 

■am 


ft 





m 

,iSi 

il 


si 


CIMFTD 
COH HAND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CIS - FILE TRANSFER DISPLAY { FTD) 


08/01/06 

11:33:03 


NAME: TAYLOR 


PREVIOUS FCO 
CURRENT FCO 
REQUEST FCO 


, FRANCIS 


FCO CREATING SUB-FILE: 
SUB-FILE CREATION IND: 


FILE LOCATED IND: C (FILE TRANSFER COMPLETE) 


DATE FTR : 
DATE FTI : 
DATE FTC: 

PERSON/ACTION: 


01242006 (MHDDYYYY) 

O1242O06 

02022006 


ACCESSION NUMBER: 0000 
INS BOX NUMBER: 


REQUEST NUMBER 
2ND REQUEST DATE 
3RD REQUEST DATE 


YOU MAY REQUEST A DISPLAY OF ANOTHER A-FILE BY KEYING A DIFFERENT A- NUMBER. 
CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 


NIIWOVR; 


The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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1.11 Tables 


urn 


UJISPS.WCPJ 


IE® 


:^j : File I : Edit I : Session I : : Transfer: j i i Program : 1 1 Options ll" Window : . ' Help : ' 


m*M 





hs 


BBSS ; 


liliil 


IDHS DC258002 V77 ENTER PASSWORD 

IDUS DC258003 V77 USER NRC0291B SIGNED ON LTERH VTMLT159 AT 08:37:43.64 06.258 
TSS7000I NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y= J479 IDHS 
TSS7001I Coun t= 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


hum aw; 


The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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1.12 Tables Menu 


dk&bs.wcdj 


:^j : File I : : Edlt I : Session I : : Transfer: i 1 1 Program : 1 1 Options ll" Window : . ' Help : ' 


II3S 


m*M 


/JU 

m\ 


$jd 

m 


ill 


II lil 


TBXSELMU 


INS STANDARD TABLES DATABASE FACILITY 
MENU SCREEN 


(VADAD , LODAD, TBINF, V AINF , OR LOINF) 


09/15/06 
08:40: 48 


TABLE ID: 
SEARCH VALUE: 


(MUST ENTER FOR PF1 AND PF2) 


ENTER- - PROCESS COMMAND 

PF1--SINGLE LOCATION/VALUE TABLE SCREEN 

PF2-- LOCATION /VALUE TABLES BROWSE SCREEN 

PF3- -REFRESH 

PF4- - PREVIOUS SCREEN 

PF5--HELP 

PF7--LIST TABLES 

PF8--EXIT 

TB10OG01 - USER AUTHORIZED TO PERFORM DISPLAY FUNCTIONS ONLY 
3270 


hum aw; 


Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 


16 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1107 


FOIA/PA ASSISTANT’S GUIDE 


1.13 Tables Information Screen 




|§ fife Transfer :• Program. ®ti<>ns |§iido& Help 


TBXTBINF 


INS STANDARD TABLES DATABASE FACILITY 
TABLE INFORMATION SCREEN 


PAGE 09/15/06 
O001 08:46:07 


COMMAND ---> 


(SELMU, VADAD, LODAD, VAINF , OR LOINF) 


SEL ONE TABLE ID 


TABLE TYPE 


TABLE DESCRIPTION 


ADJUSTMENT OP STATUS CODES 


CIS/AFAC FCO CODE TABLE 
INTERNATIONAL/ MUNICIPAL AIRPORTS 
APPLICATION SUPPORT CENTERS 
ASYLUM INTERVIEW OFFICES 
ASYLUM OFFICES 
HEADQUARTERS 

BORDER PATROL SECTOR CODES 
BORDER PATROL SECTOR HE ADQTRS 
BORDER PATROL STATIONS 
BORDER PATROL STATION CODES 
INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 PF 2 

PGFRWD PGBWRD 


PF4 

PREV SCN 


TB10OO43 

3270 


SELECT ONE RECORD OR TRY OTHER FUNCTIONS 


NUMOVft; ; 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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1.14 Value Tables Browse Screen 


IjUjg - DH8B3.WCDJ 


:^j : File I : lEdit I : Session I : : Transfer: i i I Program : 1 1 Qpfrfia ll" Window : . ' Help : ' 


TBXVfilNF 


j, 17® |7® |7^ 

I -a is is 


INS STANDARD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


PAGE 09/15/06 
0014 08:56:10 


COMMAND ---> 
TABLE-ID: ADJX 
SEARCH VALUE 


(SELMU, VADAD, LODAD, TBINF , OR LOINF) 
TABLE DESC : ADJUSTMENT OF STATUS CODES 


IB7 
IBS 
IC6 
IC7 
ID6 
I F 1 
IF2 
IRO 


VALID CODE 

IB7 

IB8 

IC6 

IC7 

ID6 

I F 1 

IF2 

IRO 


TABLE TEXT 

SLF-PETITION CHILD OF USC 

CHILD OF 186 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREP 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


OF 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PF6 PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 00G43 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


Read the screen in its entirety for navigation instruction and additional information. 
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2.1 Introduction 

The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 


2.2 Teleview Introduction Screen 



WARNING 1 This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g,, floppy drives, CD-ROMS, etc.). 

CCCCCCCCC 32R1 


cc 


TTTTTTTTTTTT 



VV 

VV 





cc 

A A A A 

TT 

EEEEEE 
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EEEEEE 

VV 

VV 

II 

EEEEEE 

WW 

WW 

cc 

AA AA 

TT 
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LL 
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VV 

VV 
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WW 

cc 
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TT 

EEEE 
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TT 
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EE 

VV VV 

II 

EE 

WWWW 

WWWW 

C A ACCCCCC 

TT 

EEEEEE 

LLLLLL 

EEEEEE 

VVV 

II 

EEEEEE 

WW 

WW 


| AACCCCCCA 

j AA AA USERID ========> 

AA AA PASSWORD ======> 

| NEW PASSWORD ==> 

j VERIFY NEW PASSWORD ==> 

| PF1 = HELP PF2 = TIME PF3 = LOGOFF 

I PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 

3270 


CAPS MUM OVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC#### A) and Password to sign onto the database. 
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2.3 CLAIMS Selection Screen 


!§|| Hie Edit Session Transfer FTcgmi options Window Help 


-iff] X! 


IHII 


fiM 


Hi 


iili| 


mM 

m 


III 


COMMANDS 

ENVIRONMENT 

HELP 

EXIT 

MODEL : LUO -2/2 

DAL CA-TELEVIEW 

4.4 

USERID: NRC7208A 

LUNAME: J5NRC2AE 



ESCAPE: PA1 

COMMAND ====> 6 




Sesnum System 

Application Status 


Remarks / Description 

1 HELP 

Avai lable 


TeleView Help Facility 

2 MSG 

Avai lable 


TeleView Message Facility 

3 NEWS 

Available 


Help & News Menu 

4 J406IDMS 

Available 


RAPS-APSS-EOIR 

5 J427IDM S 

Avai lable 


FOIA/NACS/STSC/M FAS/RNACS 

| MM mmtmtm ( 

| §ivai lable 


(CLAIMS 

7 J 427CICS 

Avai lable 


DAL ROPES 

8 J504CICS 

Available 


WDC ROPES 

9 J537IDM S 

Available 


AR11 

10 J534IDM S 

Available 


CIS 

11 J527IDM 2 

Avai lable 


PICS/ADMIN SYSTEM S/DACS 

PF1= HELP P F 3 = END 

P F 7 = PAGE UP PF8= PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 

3270 






The number selected to access CLAIMS can vary for each computer. 
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2.4 CLAIMS Function Screen 




File Edit Session Transfer Program Options Window Help 


S : ISlIS li GS 


mm 

-Iff! al 


|fijj 


rW 

mm 


(+QD 

■a 


m m 


I DM S DC258002 V9 ENTER PASSWORD 

I DM S DC258003 V9 USER NRC7208R SIGNED ON LTERM VTHLT506 AT 08:54:22.05 05.349 
TSS7000I NRC7208A Last-Used 15 Dec 05 08:51 System=02Rl Faci 1 i t y=TE LEVI EW 
TSS7001I Count=08208 Node=Fail Lockt ime=None Name=TI FFANY ROSS 
V9 ENTER NEXT TASK CODE: 


i Mnm 


mm 


7mm\ 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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2.5 CLAIMS Welcome Screen 


Hie gdt ISgssjonr Transfer E'regrati : Options Uleja: 


& iiHHi BmISB 


mm 

-Iff! x; 


|fijj 


rW 

mm 


(+QD 

•m 


mm 


FSXM NEWS 

CLRIMS HfilN FRRM E SYSTEM 


12/15/2005 


NEWS SCREEN 


08:55 

WELCOME TO 

THE COMPUTER LINKED RP PLICfiTION I N FORM fiTI ON MANAGEMENT 

SYSTEM 


{CLAIMS} 



# * * * A * * * 

* * ft * * * * * * * * * * * * * 

ftttftft ttftfttt ft ft ft TA 

r ft ft ft ft 

PRESS ENTER TO 

LOGON OR PF8 TO EXIT 

PF8 

LOGOFF 


3270 




NUMOVR 


Press enter from here to get to the logon screen. 
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2. 6 CLAIMS Logon Screen 




File Edit Session Transfer Program Options Window Help 




m i mIs BmISB 


[■g 


rW 

mm 


(+QD 

•m 


mm 


FSXM CLH S 


CLAIMS MAINFRAME SYSTEM 
LOGON 


12/15/0005 

08:56 


LEGALIZATION NOTICE OF CONFIDENTIALITY 


SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS. 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED IN 
VIOLATION OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 
IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE. 


PLEASE ENTER CLAIMS USER ID AND PASSWORD 

PF8 

LOGOFF 

3270 


NUMOVR 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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2 . 7 CLAIMS Main Menu Screen 


<3 File Edit Session Transfer Program Options Window Help 


-iff] Xi 


FSDLMNU1 


CLAIMS MAINFRAME SYSTEM 
MAIN MENU 


12/15/2005 

08:57 

NRC7208A 


COLLECTION 

COLLECTION 

COLLECTION 

COLLECTION 

COLLECTION 

COLLECTION 


& RECEIPTING 
& RECEIPTING 
& RECEIPTING 
& RECEIPTING 
& RECEIPTING 
& RECEIPTING 


APPLICATIONS 

PETITIONS 

BONDS 

FOIA 

PRIVACY ACT 
MISCELLANEOUS 


GENERATE REPORTS 
MAINTAIN SYSTEM FILES 
MANAGEMENT STATUS REPORTS 
CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 
PRINT DELAYED/DUPLICATE APPROVAL NOTICES 
EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 
SCHEDULING/CARD PRODUCTION PROCESSING 
FD258 FINGERPRINT TRACKING INQUIRY 

ENTER SELECTION: 7 

[WELCOME TO THE CLAIMS MAINFRAME SYSTEM, PLEASE MAKE A SELECTION, 

PF8 

LOGOFF 

13270 


NUMOVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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2. 8 Inquiry Screen, searching with a Receipt Number 


FSXMIMN1 


CLAIMS MRINFRfiM E SYSTEM 
UPDRTE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


12/15/2005 

08:59 

NRC7208A 


(SELECTIONS BELOW FOR RPPLICRTIONS RND PETITIONS ONLY) 


USER ID: 

BENE FI CIRRY/R P P LI CRNT 
NRME (LAST): 

BIRTH DRTE : 

R NUMBER: R 

REFERENCE NO. : 

PETITIONER 
NRME ( LRST) : 


DRTE: 


(FIRST) : 


(MMDDCCYY) 


(MMDDCCYY) 


(FIRST) : 


PF11 


PF12 


PF3 PF6 PF8 PF10 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
13270 


NUMOVR 


On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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2. 9 Searching CLAIMS using a Name and Date of Birth 


i|§ File Edit Session Transfer Prcgrrn options Window Heip 


.JMM 

-■Is! x 


If] 


iili| 


im 

bM 


m 


FSXMIMN1 

CLftIMS MftINFRRM E SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 

1. RECEIPT MO.; 






(SELECTIONS BELOW 

FOR APPLICATIONS AND PETITIONS 

ONLY) 


2. USER ID: 



DATE: 


(MMDDCCYY) 

3. BENEFICIRRY/RPPLICRNT 





| |gg 



raraaiH | 


BttttttttttttMiB 

ijHM | 

HT1 

mmm 




4. ft NUMBER: ft 






5. REFERENCE NO. : 






6. PETITIONER 
NRM E ( LRST) : 



(FIRST) : 



PF3 PF6 

CftNCEL MftIN MENU 
3270 

PF8 

LOGOFF 

PF10 PF11 

REMOTE fiCT UPD BY 

CODE ACT 

PF12 
UPD B 

Y RCPT 


HUMOVR 


JjCjUjCjCjUjCjCjCjlxjCjCjUjCjUjlxjUjCjCjCjCjC^^ 


You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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(b)(6) 




::§ File Edit Session Transfer program options Window Ftelp 


o jp m 

B jgjjjj] By 


FSXMINL1 


H 

n 

□ □□□ t 

HHBH 

□ □not 

[Si] 

S fW 

ii 

m 

§i 

£g 



CLAIMS MAINFRAME SYSTEM 
INQlUIRY/UPDATE receipt list 


RECEIPT NBR LAST NAME 


'EM G2/21/2GG7 

LIST 11:53 

NRC9353 A 

FI FORM FEE AMT REC DATE 
J 190 196.00 02/17/2007 

J 1130 19O.O0 02/14/2007 

J N565 220.00 62/14/2007 

J 1765 180.00 02/11/2007 

J 1485 395.00 02/11/2007 

J 1129 1190.00 01/04/2007 

J OS 155 A 

I I90 O2/13/2007 

J 1765 02/08/2007 

J 1485 02/08/2007 

J 1129 190.00 09/05/2006 

J I130 190.00 02/12/2007 

J 190 190.00 02/12/2007 

J 1485 02/O9/2O07 

J 190 02/09/2007 

J I90 19O.00 01/17/2007 



TYPE IN SELECTION: 


PF2 

PG BACK 


PF3 

CANCEL 


PF4 

PRIOR MENU 


PF6 

MAIN MENU 


PF8 

LOGOFF 


NUMOVR 




If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” For example, if you type “3”, the detailed information relating to receipt number 
SRC0710351687 will be displayed. * 
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2.10 Searching with the A-Number 


: : : §|| File Edit Session Transfer Prog-am Options Window Help 


El jfij 


ffi 


FSXM IM N1 


iili| 


im 

bM 


Mmm 

-Iff! *1 


n 


CLRIM S MRINFRRM E SYSTEM 
IJPDRTE PROCESSING MENU 

SELECT RND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


1. RECEIPT NO.: 
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You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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2.11 Searching with the Petitioner ’s Name 
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You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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2. 12 Search Results 

The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 
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The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: IBS1) 
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The top right corner of the screen shows the owner of the file, this may help in determining 
where to staff for the receipt file, especially if the receipt information is not in NFTS. This 
receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff. 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
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that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 


4. Person Centric Query Service (PCQS) 

PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide 
link below the Warning. 
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5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter” and Sequence 2 is usually “Request Supporting Documents ” There will be 
a date and time in the right column. 

Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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When entering the information on the FIPS worksheet, please observe the following rules 


• Do not use all capital letters when entering names. 

• Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

• You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the request. 

• Do not open cases in the name of a company only. 

• Do not hyphenate names. 
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• Spell the name accurately. If the name of the requester is not clear on the request 
letter, check the supporting documents for a Form G-28 for a clear copy. 

• Add a period after the middle initial. 

• If the subject does not provide a middle name or initial, enter “NMN” in the “Middle” 
field. 

• Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it 
is obviously a first and second last name, such as Juan Gonzalez Becerra. Other 
times, it is not so clear. You might look at the mother’s and father’s last names, if 
provided. If you are unsure, contact a supervisor. 

If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester in 
Section 2, “ Requester Information .” Do not use the address on the envelope or 
letterhead. 

Each line of the address in FIPS can contain no more than 35 characters; this includes 
spaces and punctuation. When we are printing the responsive records to CD, nothing 
over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 

Do not use special characters, such as “&” and in the address field; rather, spell them 
out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, dashes, 
periods, commas or single quotes (‘). You may not use @, #, S, %, A , &, *, (, ), =, +, [, ], 

{, },\,<, >, or/. 

Please include the suite number or apartment number on the same line as the street 
address. FIPS will allow you to key in more than 4 lines in the address box. The issue is 
when the case is processed and the CD is printed, it only prints the first 4 lines. The 
requester’s name is the first line of the address, so you have three lines left. 

If the name of the requester on the Form G-639 is a company name, please review the 
supporting documents to try to locate the name of the attorney/representative of the 
company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
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in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

If the requester does not provide a valid address use: 123 Main Street, Washington, DC 
12345. Send an e-mail to your supervisor and assign the case to Unit Chief. 

When the attorney or subject of the request provides both a physical mailing address and 
a P.O. Box, use the P.O. Box for the official mailing address. Please do not use both. 

The address can only be four lines long, even though FIPS gives you an extra line. The 
requester’s name is always the first line. 

Enter any suite numbers or apartment numbers in the address line. 

If an attorney represents the subject, the first line of the address should be the name of the 
law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the law firm 
name or the name of the attorney. 

If the address is foreign, you must check the box marked Foreign. This will change the 
format of the worksheet to include the Province and Country. You must complete these 
fields to ensure proper delivery. Before pending this case for any further action, please 
check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
New Mexico 
Palau 

Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 
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A foreign address may be very long, and you may have to consult a supervisor to complete the 
address field correctly. 

To locate and select existing requesters or to enter new requesters, click the Requester 
Search/Entry link to open the Requester Search Form. To search for an existing requester, click 
in one of the available fields in the Requester Search Form and begin entering pertinent 
information. When searching for a requester whose last name is Smith, for example, click in the 
Last Name field and enter a portion or the entire last name. After you have entered enough 
information, click Search to locate requesters with matching information. 



If you get any matches to your search, you will see a screen that looks like this: 
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If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 



Simmons 

Simpson 


And it will populate the requester information like this: 
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(b)(6) 


Processing 

Office bal oj BAL2 010000 75 1REQ Status Request Case Creator cctestb ; web Entry 

Received Scanned Created Perfected Final; Action Closed Final Reply Due 

& r :"'": r " T ™ 03/04/2010 




- 



Edit Requester 



Change Requester 



Copy to Subject 


If you do not find a match, you will have to add a new requester by selecting Add New 
Requester: 



When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 
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SUBJECT INFORMATION 


(b)(6) 


After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 


: Sequester In formatSoR ; 


C G Culpepper 


Edit Requester 
Copy toSubisj cK 

15 


Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 


(b)(6) 


First Middle 

i Meiviiie 

A-NUmb 


Last 
! ! Crump 


Topic: 


1. Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 
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The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

2. Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. You should always check the A-number in CIS to 
be sure it belongs to the correct subject. If the alien provided us with more than one A- 
Number, please separate these numbers with a comma. If you have created the case and 
you see less than eight digits in the A-number field, please re-check (by pasting the 
number into CIS) to make sure you have entered the number correctly. 

Please do not enter the A-number if the requester is a petitioner asking for a copy of an 
unconsolidated petition, as it will result in a bad staffing. 

If the requester is a petitioner asking for a copy of a petition that has been consolidated 
into the A-file of the beneficiary, you should enter the A-number of the beneficiary, since 
we will staff for the beneficiary’s A-file. 

3. Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

If the alien is requesting a receipt number, enter the information in the following format: 
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Correct: MSC0412360000 
Incorrect: MSC-04- 123-60000 

Enter the receipt number with no dashes or spaces. This format assists the Mission 
Support Assistants in locating the files and in locating the cases in FIPS when the receipt 
files come into the facility, and it will make it possible for case creators to spot duplicate 
or similar cases. If you are requesting multiple receipt files from the same facility, use 
only one staffing sheet. See Staffing Sheet Guide for more guidance. 

When the request is for vacancy announcements, the vacancy announcement number 
must be the first part of the description. See CIS Personnel Information for more 
information on handling personnel related requests. In other types of situations, put as 
much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


CASE SPECIFICATIONS 


1 . 


Track 


Track * 


V ! 



Track 1 - Requests for receipt files and requests for partial records such as a specific 
document. A specific document request consists of three documents or less (except 
asylum or refugee requests, which you should create under category Alien File and 
assign to Track 2). 


Please select the category Specific Documents and make the case a Track 1 . The first 
paragraph of the acknowledgement letter sent to the requester must contain the following 
paragraph: 


We respond to requests on a first-in, first-out basis and on a multi track system. Your request has 
been placed in the simple track (Track 1). You specifically requested [enter specific document 
infonnation here]. If you would like a copy of all your records, please send a written request to 
the address above, otherwise you will receive only the documents you specified. 
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Continue to create the case in Track 1 as Specific Documents. The requester may write 
back later responding that they need the whole file, and a FOIA/PA Assistant working in 
Records Locator queue can change it to Track 2 at that time. 

Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and requests 
from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

Track 3 - Requests for records of individuals scheduled in the future to appear before an 
immigration judge. Requesters must provide one of the following documents to receive 
Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 

■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

A supervisor will review all incoming FOIA requests and identify Track 3 requests. The 
supervisor will verify that necessary documentation is present with the request. There 
should be an attached cover sheet indicating to the case creator whether the request for 
Track 3 is approved or denied. 

If there is no cover sheet, please evaluate the request and make a determination to 
approve or deny Track 3. If you are unsure, consult your supervisor. 

Before you create the case, look at the documentation. Sometimes you will find a 
reference to a current, open case which the requester wishes to upgrade to Track 3. After 
you verify that the case is open, you may simply click “Send to Research” and you are 
finished with the case. 

Requesters will sometimes request both Track 3 processing and expedited processing. 

Do not select both. Neither has to do with the other. A requester could be granted either 
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Track 3 processing or expedited processing, but never both on the same case. For 
expedited processing guidelines, please refer to “Expedited Treatment” in this guide. 

Track 3 processing is not “expedited” processing as that term is used and understood in 
law. It is not appropriate to use the word “expedited” when discussing Track 3 
processing of a FOIA request (“priority” or “accelerated” processing are more 
appropriate terms for Track 3). Don’t confuse the two in correspondence with requesters. 

Refer to the cover sheet the supervisor attached to the request. There should be either an 
Expedited coversheet or a Track 3 coversheet, but not both. Follow the instructions on 
the cover sheet attached to the request. If there is no cover sheet, do not mark either box. 

If the requester specified Track 3 processing but the request does not have a cover sheet, 
please create the case. If you have a request for Track 3 and you see that we have a 
future court date provided in the request, prepare your response according to the Track 3 
Ack Letter found in 

O:\Foia\FOIA LIBRA RY \Case C reat e References\Case Create Temp l a t e Le t t ers 

If the requester did not provide any documentation or if the documentation says “a date 
and time to be determined” prepare an acknowledgment letter and click “Add Track 3 
Denial Paragraph.” 

Proceed with creating the case. If you are not sure whether to approve or deny Track 3, 
please consult your supervisor. 

If you assign the case to Track 3, ensure you put the words “TRACK 3” at the top of the 
staffing sheet. 

If the requested file has already been scanned because of a prior FOIA request that has 
now been resubmitted for Track 3 processing, do not create the case. You should send 
the case to Research, where they will attach the new request to the existing case as a 
CSD. If Track 3 processing has been approved, you have to change the track on the 
original case to Track 3. 
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2. Type 

Type *| v 

! Privacy Ad 
| Referral FOIA Request 
| Referral Privacy Act 
l Privacy Act Amendment 
! Referral PA Amendment 


Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 


Request A 


3. 


Source 

Source 


Wf- 


Attorney 

Commercial 


Ed u cathn/5 scientific 
Fores g n Govern me n£ 


News Media 
Others 
Representative 


White Ho u se/Conq ressiona! ^ 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 

• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 
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• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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4. Category 
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i Contract 
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me 


specief lifter© t . ^ 

•Asst©, Fraud, Abuse 


There are 30 different categories of requests. However, the most commonly used 
ones are: 


Alien File - The requester is asking for an entire copy of an alien file. This 
category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 195 1 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 1951 
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e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 

Specific Documents - The requester is asking for specific documents, such as a 
copy of a receipt file, an application or a copy of his or her naturalization 
certificate. As a rule, you should create a case as Specific Documents if the 
requester is asking for up to three documents. If a requester is asking for an 
asylum application and supporting documents, you should create it as Alien File. 
(Refer to the section “What track is my case? ” that follows.) 

Personnel - The requester is seeking information relating to USCIS personnel 
matters. 

Special Interest Group - Requester(s) are seeking information relating to special 
interest requests such as news media requests, highly visible or public interest 
cases. We receive this kind of request from members of the media, activist 
groups, watchdog organizations or educational institutions. The documents 
requested are normally associated with a controversial or sensitive subject. 

Select “Special Interest Group” if any of the following criteria are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 
organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 
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If you believe a request qualifies as a Special Interest Group, choose that 
case category in FIPS, change the office from NRC to COW, search for 
duplicates and then create the case. Do not create a staffing sheet or an 
acknowledgment letter. Prepare an e-mail explaining the situation for 
NRC, FOIASIG . Click “Reassign Office.” Send the case to Unit Chief. 

A Special Interest Group (SIG) processor will create the staffing and 
acknowledgment letter. This enables the Special Interest Group (SIG), 
responsible for special interest cases, to create a report and determine 
whether the case is actually a Special Interest Group case and report it 
accordingly. If the case creators do not mark Special Interest Group cases 
properly, we have no way to track and report these high visibility cases. 
When in doubt, choose the Special Interest Group category in FIPS. The 
Special Interest Group will sort it out later. If you have questions or need 
to send information regarding SIG cases to the Special Interest Group, 
their e-mail address is: NRC, FOIASIG . 

SFR cases at NRC - NRC uses this category to track all workload staffed to 
SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

OTHER: Genealogy cases are requests for searches and/or copies of historical 
records relating to a deceased person. The lists below represent the records that 
the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1, 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 

The case is not Genealogy unless it meets one of the above criteria. If the 
case you are creating does meet the criteria for Genealogy, create it as 
OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following 
information: 

1) REQ# 
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2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days 
count and follow return procedures. 


5. Bureau 

Bureau cis v ! 

ICE l-£ i 

The three possible selections for Bureau are: 

ICE - Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 

CIS - Used for all other categories. This is the default in FIPS. 

CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods. Note; If request is for entry/exit information and the 
requester/subiect provided an alien number, staff for the file. 


6 . 


Is there a request for expedited treatment? 


Ex: 


>£jj Hot Requested 



I Requested 
| Granted 
| Denied 


A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 
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USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 

or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

OA personnel normally separate mail and faxes pertaining to expedited treatment prior to 
scanning. A supervisor then reviews and makes a determination regarding the expedited 
treatment. The supervisor will attach a cover sheet to the front of the request detailing 
the determination. Please create the case in accordance with the instructions on the cover 
sheet. 

If the requested file has already been scanned because of a currently open prior FOIA 
request that has now been resubmitted for expedited processing, do not create the case. 
You should send the request to Research where they will attach the new request to the 
existing case as a CSD. 

• If expedited processing has been approved based on new information, you have to 
check expedited processing approved on the original case and send an expedited 
treatment approval letter by opening the original case in stand-alone mode, 
creating a Blank Letter, and adding the following: This letter serves to notify you 
that your case has been approved for expedited processing. 

• If expedited treatment was already denied in the currently open prior case, and the 
supervisor’s decision is the same, if you have not already created the case, you 
may Send to Research, where they will attach your request to the original case as 
a CSD. Go to the original case in Standalone, go to Tasks, and create the 
Expedited Denial Letter. 

• If the expedited treatment request refers to a case that has already been closed , 
close it as DP and send a duplicate letter or to create it as a new case, based on the 
situation. Please refer to the section on DP (duplicate) Cases. 
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Sometimes the OA room will miss an expedited request. If this happens, select “Denied” 
in the drop-down box, create the Expedited Denial Letter, and then create the case as 
normal. 

If you believe the requester meets the requirements for expedited treatment (and there 
was no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail 
your supervisor with the details. If the supervisor granted expedited processing, you will 
not create an Expedited Denial Letter, of course. You must select “Granted” in the 
Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

If you have made a determination to deny, or if the supervisor has indicated denial, you 
must select “Denied” in the Expedited drop-box. After this, you should create the 
Expedited Denial Letter. If you or the supervisor denied expedited processing, we must 
advise the requester of the criteria for expediting a request and offer an opportunity to 
resubmit additional justification. The requester also has the right to appeal the decision 
to the USCIS FOIA Appeals Office. 
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Hot Started 
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Notice: Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 
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Processing 


Successfully generated tetter Expedited Treatment FQIA Denial. 
Click on OK to continue. 


m 


A dialog box will pop up. Select “ Save r 
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Save as type: \ All files 

▼ i Cancel 


A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 


If there is an Expedited Treatment Requested cover sheet, and if you determine during 
case create that this needs to be a multiple case, you must check the Expedited Treatment 
Requested box (and create the appropriate response letters) for each child case. On the 
other hand, it might be that we will treat only the parent case as an expedited treatment 
request. You may make the determination or the supervisor will make a statement to that 
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effect on the cover sheet, and of course, in such a situation, you would not mark the child 
cases as expedited treatment requests. 

If there is an Expedited Treatment Requested cover sheet, and if you determine during 
case create that we need to close the case RD, RF, DP or ER, then change the Expedited 
drop-down box to “Not Requested” before you send the case to Up-front Approver . 
Because we are not generating a letter regarding expedited treatment denial or grant, and 
because it would cause erroneous reporting of Expedited Treatment Requests, you must 
change it to “Not Requested.” 


7. Is there a request for fee waiver? 

Fee Waived Not Requested v : j 

| Requested 
i Granted 

[Denied j 

The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 

A requester must meet two requirements in order for USCIS to grant a fee waiver: 

1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and Fee Waivers.” 


Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

When a requester has asked for a fee waiver, there should be a cover sheet advising you 
of approval or denial. You may determine to deny based upon the two criteria listed 
above. If you do so, you must select “Denied” in the Fee Waiver drop-down box on the 
FIPS worksheet. Regardless of the decision on the fee waiver, you must insert a 
Discussion in FIPS indicating that you addressed the fee waiver request. 
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When you are finished creating a case with a fee waiver request, create a Specialty Letter 
and select Fee Waiver Denied, edit the document if necessary and then create the case as 
normal. If you are not sure, please consult your supervisor. 

If you believe the requester meets the requirements for fee waiver (and there was no 
cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 

Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters\Fee_ 
Waiver! denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 

Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 

“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to inform you that your request for a fee waiver has been granted. 

If there is a Fee Waiver Request cover sheet, and if you determine during case create that 
we need to close the case RD, RF, DP or ER, then change the Fee Waiver drop-down box 
to “Not Requested” before you send the case to Up-front Approver . Because we are not 
generating a letter regarding Fee Waiver denial or grant, and because it would cause 
erroneous reporting of Fee Waiver Requests, you must change it to “Not Requested.” 


8. Print to CD 

E Print To CD 
□ PA Cited 
U In Litigation ^ 

0 In Circular Search: 

U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
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acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

A few guidelines to follow: 

• You should mark the “Print to CD box” on all new case creates, unless the 
mailing address of requester is to a correctional facility or unless the requester 
specified paper in the initial request letter (for requesters who are attorneys, the 
default is Print to CD). 

• If the responsive records are already scanned in when you create the case, you 
will still check print to CD. 

• All responsive records mailed to a correctional facility must be on paper. In such 
an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by removing the paragraph that begins with “This office 
will be providing your records on a Compact Disc (CD)” 

• If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

• If a requester specifically asks for their records on paper, do not check “Print to 
CD” box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are 
printing the responsive records to CD. Modify the acknowledgement letter by 
removing the paragraph that begins with “This office will be providing your 
records on a Compact Disc (CD)” 

9. Is this a delinquent requester? 

M Print To CD 
□ PA Cited 
L i In Litigation ^ 

0 In Circular Search 
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The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan 

123 Drive 

Lees Summit MO 54G86 


ism 535-5555; 
sag e@y ahuQ .coin ~ opy 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 


Requester In fermion 


Sage Morgan 

12 3 Drive 

Lees Summit MO 64G86 


r 816) 555-5555 
X5555 

sage#:yaho:0.com 


Copy to Subject 


The query results appear in a separate window. 


Query Results 


I if j http://10.63.16.238:7001/sonora/Query?op=m8<name=sQryjgetDelinquentCasesForCase&CASEID=8704 
j: Control Number Closed Fee Charged Fee Collected 

jj DL.S20 10000044 4/21/2010 1,500 

j Total ttemi's) found (1) 


If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
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going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

Do not treat the case as delinquent if the case was processed on or before January 1, 

2004. Send an e-mail to NRC, FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

If the case was processed after January 1, 2004 and your requester’s name was on the list: 

If you encounter a delinquent requester from a FIPS Lite office, do not treat them as 
delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

Make sure the requester of the case you are creating is the same requester that FIPS is 
showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 


Next, to create the case, go to the Tasks tab and click: 


Contents 


Discussions Case Actions 


Task Status'-:':-'''-'''-'':::;: 

■Create fCasei Not Started: 

Sear-chrf^br Duplicate Cases Not Started: 


When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

**Do not staff for responsive records until we receive payment. 


NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 
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If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


Rec&rds reciter . 


Case Processor !| Cass Approver 


Unit Chief !| Ujadrcnt Approver TPend !• .. Reassign Office , 






Before you move to another part of the case create process, click: 



SEARCH FOR DUPLICATE CASES 


Just before you create the case, you should look for duplicates. Duplicate cases are cases in 
which the request was submitted multiple times to the Service, or was inadvertently scanned into 
FIPS multiple times, or are cases that we previously processed. 

Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 

This does not include instances in which the requester has faxed the request and then mailed it. 

If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Close this 
case as ER (created in error). 
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Ordinarily, you will get a blank result. 
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Processing 


Number Last Name First Name Name Name Name Number Action Litigation 


Search Complete ^ j [ Search Again ] 


You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 
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If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 


: llg <§f ::pC^5360f1c>m<; 


HPS v 7 .G Trying kid 05 r Wofk Qa«n«s 


i mi Hmw 

S/ 23/20 10 6 : 00:00 AM Rgusroa 


is or frfe case m dupfcsta to origrsal ,.case| 


Create a Final Action Letter and select final action code ER: Created in Error. After this, send 
the case to Up-front Approver. 
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If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 

If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests. 

Do not close this case as a duplicate. Instead, close this case as ER (created in error). 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


COPYING RECORDS FROM A CLOSED CASE 


You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 
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Contents 


Discussions 


Case Actons 


Ta&K 


Search: For Duplicate Cases 

Not Started 

Create Additional Cases 

Not Started 

Create Fite Request 

Not Started 

Adumvted genie nt Letter 

N ot St a rted 

Final Action Letter 

Not Sta rted 

Specialty Letter 

Not Sta rted 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 

To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 


Case .Info 


Cotttfrti to ooiiusr 



1 N 



Last Name 

First Name 


Name Name 



p/9/2002 6:00:00 AM Johnson Esq Laurence 

Nalubwaraa 

Teopista 



•0/31/2002 6:00:00 AM Steel Esq 

Richard 

Shin 

Un Seek 



i/3/2010 1:34:12 PM Site! 

Sam 

Sitel: 

Rick 



5/3/2010 1:34:12 PM Sitel 

Sam: 

Site! 

Rick 

h 4 


5/4/2010 1:22:47 PM Sitel 

Sam 

Sitel 

Rox.Anne 

<®h 4 


5/6/2010 3:02:43 PM Richards 

Tim 

Richards 

Viki Rae 


Search Complete i| Search Again I 


A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Proves siiRg 

Copied 1 documents without redactions. 


The responsive records now appear in the Contents List of the new case: 


72 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1163 



FOIA/PA ASSISTANT’S GUIDE 
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0 Request Letter • 1 


Scanned 


mm 


S/2 0/2010 4 04 41 PM 


CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 

6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 


Consent of parents or guardians 
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If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. The signature of the parent/guardian must be 
notarized or signed under penalty of perjury [6 C.F.R. § 5.21(e)], The case processor will have 
to request more information if he or she cannot determine parentage or guardianship within the 
file. 

Minors can make a request for their file themselves. They do not have to have the consent of 
their parent or guardian to make this request. An attorney may also represent a minor. 


Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 

6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

■ Alien Registration Number (if known) 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 
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The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
perjury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-36 1 , Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of perjury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or pennitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that the foregoing is tme 
and correct. Executed on (date). 

(SIGNATURE)". 
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If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent and/or 
verification of identity using the Track 1, Track 2 or Track 3 Ack Letter Requester Docs located 
at: ():FoiaFOlA_LIBRARY\Case_Create_References'Case_Create_Template_Letters or the 
form “Requester Documentation Attachment” located at: 

():\Foia\l , ’()IA IJBRARY\Case Create References)^ Create Template Letters 
Requesler Docs A tjachmenl . Check the first box on the document. 


Reasonable Description of Records being Sought: 

If the requester did not provide all of the elements listed: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

■ Alien Registration Number (if known) 

Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the file request. In the 
“Contents” tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/PA Assistant working in Records 
Locator queue will staff for the file. The processor will use the requested information to verify 
the release of the correct records. 

Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not staff for a file. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 


FIPS v7,0 Training build 06 v work Queries 

Croces 5-iftci Fee Infer motion 

Acfaiawfedgement; Letter Options 

Fee Estimate ; | 

Prepayment Required j i 


Actions 
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No options found. 


l Generate Letter \ | Cancel 
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We then click on “Generate Letter.” Our only option at that point is to click OK: 
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The acknowledgment letter will pop up: 
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National Records Center 

F.O. Box 648010 

Lee's Summit, MO 64064-8010 


U.S. Citizenship 
and Immigration 
Services 


nrc20H)i:kio80« 


We received your request for information relating to Chris P Bacon oil December 02, 2010 

Your i e quest is being handled under the pr ovisions of the Freedom of Information Act (5 TJ.S C § 552). 

It has been assigned the following control number; NRC2 0 1 0000 80d Please cite tliis number in all futur e 
correspondence about your request 

We respond to requests on a first- in, first- out basis and on a multi-track system. Your request has been 
placed in the complex track (Track 2) You may wish to narrow your request to a specific document in 
order to be eligible for the faster hack To do so, please send a written request identifying the specific 
document sought to the address above We will notify you if your request is placed in tire simple hack 

Li accordance with Department of Homeland Security Regulations (6 C F.R. § 5.3(c)). your request is 
deemed to constitute an agr eement to pay any fees that may be chargeable up to $25.00. Fees may be 
charged for searching for records sought at the respective clerical, professional, and oi manager ial r ates of 
$4.00 /$" 00 .'$10.2? per quarter hour, and for duplication of copies at the r ate of $ 10 per copy. The first 
100 copies and two hours of search time are not charged, and the remaining combined charges for sear ch 
and duplication must exceed $14.00 before we will charge you any fees Most requests do not require any 
fees, however, if fees in excess of $25,00 are required, we will notify you beforehand 

Tins office will be providing your records on a Compact Disc (CD) for use on your personal computer. 

The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
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All requested iiifoj motion is checked below. 


jj Consent. It appeals that you ai e requesting records about another individual. If that is the case, 
please submit either (a) written author ization signed by that individual permitting disclosure of those 
records to you or (b) proof that that individual is deceased, e.g, a copy of a death certificate or an 
obituary See 6 CER §5.3 (a). 

II Verification of Identify: It appears that you are requesting records about another individual If 
that is the case, along with the consent requested above please submit a statement prepared by that 
individual, m which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of perjury as a substitute for notarization. 6 C'FR §§ 5 Jfn) and 5.21(d). 

$|§ Yen fic atio n 0 f Identify : It appe m that you are r e que stuig r e c ords a b ou t yours e If If that is the 

case, please verify your identity by submitting a statement containing your full name , cur rent addr ess, 
date of birth, and place of birth. This statement must be signed and the signature must either be notarized 
or submitted by you under 28 USC $1746. a law that permits statements to be made under penalty of 
perjury as a substitute for notar ization 6 CFR §§ 5 3(a) and 5.21(d) 

1 Description of Recor ds Sought: We have determined that your request does not reasonably 
describe the r ecords that are being sought Please provide the following additional information: 

H$ Subject s Alien Number 

Mi Subject' s Application Petition Ree eipt Numb er 

HI N ame 0 f Sub j e cf s P arents 


Other Names Used by Subject 


§§ Other. Name of the person who ] 
information that could help us locate the petition ! 


who filed the petition for vou, when it was filed, other 
I 


All FOIA/PA related requests, including address changes, must be submitted in writing and be signed by 
the requester. Please include the NRC number listed above on all correspond ence with this office. 
Requests may be mailed to the FOIA/PA Officer at the PO Bos listed at the top of the letterhead, or sent 
by fax to $16-3 50-5785. You may also submit FOIA/PA related requests to our e-mail address at 

us c is . fo ia (A'rllis gov. 


$ * 
$ © 
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The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add information after the “Other” checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of information you 
need: 



? Not checked 


Checked 


Bookmark 


Check box enabled 


Calculate on exit 


Cancel 


The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 
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You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, you send the case to “Pend.” 

82 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1173 



FOIA/PA ASSISTANT’S GUIDE 
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When the requester provides the additional information, A FOIA/PA Assistant working in 
Records Locator queue will staff for the records. 


Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a ‘7/s/ of all employers 
in Utah who use E-Verify” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. Third party requesters are entitled to any public documents that may be in 
the file they are seeking, as well as documents they provided in support of an application or 
petition. For example, if a wife is looking for a copy of her husband’s file so that she may 
divorce him, and says in her request letter that she does not know where he is or says she cannot 
get his consent, do not send a request back to her for her husband’s consent. In a situation like 
this, simply staff for the file and put a Discussion in FIPS that it is a third party request without 
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consent. In the above example, if she did not specifically say she cannot get his consent or that 
she does not know where he is, do not staff for the file. In a situation like this, send a request for 
consent and pend the case for requester documentation. 


Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 
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CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
(NRC, FIPSPROBLEM ), or in other situations to the MSB mailbox (NRC, NRCFOIAMSB ). 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal documents 
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allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 


REQUESTS: Routine use, no consent required, not FOIA 

USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 

REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
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trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 

OA room will mail the request to the following address: 

Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 

800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only , follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 
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REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 

Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 
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Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 


Case Processor : 


: Up-front Approver i Pend j Reassign Office 


: Send to Research: : : tj Delete \ •: j : Cpso : n'ex-t : 


Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 


REQUESTS: Official Personnel File 

You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 

You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC-Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and staff for the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the r outine use category. 
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REQUESTS: Return of original documents 

Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


REQUESTS: Privacy Act Amendment 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 
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4. Prepare an email for NRC. FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 


SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC . NRCFO I AMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, staff for the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 


SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 
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Select “Print.” FIPS will then print out all the pages of the request. Get those pages and take 
them to the designated appeals POC (Currently Beth Stokes). After you are sure the pages 
printed correctly and you have control of those pages, click “Delete.” This is possibly the only 
time you ever click “Delete.” 





SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
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case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 


SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC, FOIA PROGRAM; McDaniel Marcia M (clicking 
the link generates the e-mail) providing the REQ number and information indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests. 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 


SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 


94 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1185 



FOIA/PA ASSISTANT’S GUIDE 


1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 


SITUATION: Certification of record for dual Italian citizenship 

If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

If the requester’s relative is deceased, he or she must submit the request to th e USCIS 
Ge ne alo gy Pro gr am. The web address for more information and instructions for submitting 
their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in order to 
apply for dual Italian citizenship. According to information obtained from the Italian Embassy in 
Washington, D.C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that we release as part of this FOIA request will serve that purpose. 


SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 
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For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 

NOTE: You may find the complete list of criteria in Section 3. “Category of request” in the sub- 
paragraph “GEN. ” 

Mr. Crab meets one prong of the criteria for genealogy because he was bom long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. If NFTS shows that the a-number has been retired to NARA, it means we 
have turned the records over to NARA permanently. The requester will have to send a request to 
NARA. Please select FINAL ACTION OPTIONS when creating the Acknowledgement Letter, 
select NA and replace the normal Acknowledgement Letter with the NARA Historical Record 
Letter located at 

0:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters/Historical_ 

RecordLetter . 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), staff for the file. 


SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 
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REFERRAL AND REDIRECTION 


Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIPS will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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FIPS then generates the two Word documents: 



You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 
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Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.’ 
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After you have done this for both documents, send the case to Up-front Approver. 
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Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry/exit information and the requester/subject provided an alien 
number, staff for the file. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 
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Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please staff for the A-file. 


Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel -type FOIA request. Send an e-mail to NRC, FOIASIG . After that, send the case to 
Unit Chief. 


US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should staff for the file. See Entry /Exit CBP information above. 


DETERMINING TO STAFF BASED ON BEST INFORMATION 
AVAILABLE; 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please staff for the file. However, prepare a Discussion 
explaining why you staffed for the file. 
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SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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STAFFING FOR THE RESPONSIVE RECORDS 


After the acknowledgement letter is created, if all required information is present, the next step is 
to staff for the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for staffing. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on staffing for these types 
of Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not staff for “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 
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If you pull a case that has a FOIA Safe staffing you should NEVER cancel the staffing sheet. 
Send the case to Pend. 


Staffing by Alien Number 

One A-number provided on the request (with example staffing) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents’ names) to 
complete the case create. If any of the required elements are missing, request the additional 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 
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2. Submit your location 
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3. Select “Inquiry” 



108 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1199 



FOIA/PA ASSISTANT’S GUIDE 


4. Select “ALL Converted Offices” and enter “A” or a “+” then enter the A- 
number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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5. The search result provides several pieces of information. First, we can verify 
from CIS that the File Control Office (FCO) is Seattle. The Responsible Party Code 
(RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four boxes 
above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In Transit.” 
If any one of those is “grayed out,” it means there is no information there. If one is 
“blued in,” it means there is information and we should look at it. 
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6. “Blued in” information 

• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
staff for this file. 

7. The FOIA Operations Division Intranet Page 

Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the FCO List, which also has the RPC Reference Guide. 
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8. The RPC Reference Guide says that no matter what the FCO is, if the RPC starts with 
DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO and OPLA are 
all ICE functions. That’s important for staffing. 
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9. The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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10. Figuring out a Staffing Scenario 

The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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11. Generate the staffing sheet 

Go to the “Tasks” tab and click on “Create File Request. 
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After we click on “Staffing” we get a “Generate Staffing Sheet” screen. Make sure the button 
marked “Customize Letter” is selected. The file is not missing or lost, so we won’t check that 
box. We know the file is at DRO Seattle, so we will scroll down “Staff Request To” until we 
find it. 
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12. FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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13. Create the customized staffing letter 

After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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December 3, 2010 

MEMORANDUM FOR: 

DRO - SEA Seattle 
Deputation Asst. 
206-835-0001 
Bouts Wong 


ATTN Bonty Wong 


l\& SK'patimom <<f Hmmdantl Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


US. Citizenship 
and Immigration 
Services 


NE.C2010000S06 


FROM: 

SUBJECT: 


NRC FOIA/PA 


Freedom of hifonuation Pirvaev Act Request NRC2010000S06 
Alien # 01234 567S 
Subject Name Chris P. Bacon 

The attached FOIA P A request is forwar <kd to your office for action Due to the subject matter, there is a 

high probability your office will have records responsive to the request 

■ Please conduct a thorough search foi all responsive records physically in, and within the functional 
purview of your office 

• Send n copy of all responsive documents to the FOIA office in then entirety DO NOT MAKE 
REDACTIONS. 

• Bracket any documents or petitions thereof that you believe should be withheld Please include a brief 
explanation for your action Tire FOIA Staff will not release those items so indicated without 
further discussion with vou. 


Should you need other assistance or believe this request should be staffed to another office, please 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.’ 
Next, we go back to NFTS and copy the location information. 
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Attached is additional mfomiation to be used to reply to the requester 

Attached is our justification foi withholding any responsive mateiial. 
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14. Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 



121 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1212 



FOIA/PA ASSISTANT’S GUIDE 


Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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15. Save changes and check it back in 
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After this, send the case to “Pend.” 
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Two or more A-numbers 

Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to staff for two or more unconsolidated A-files, the individual staffing sheet must 
include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 
“MULTIPLE STAFFINGS.” 

Important note 1: If one of the files you are staffing for is located at RAF ACS/CIS, FRC or 
one of the Service Centers, staff for those alien numbers first. These locations produce the file 
faster than other offices. MSB will not know to pull the staffing letters for follow-up unless you 
noted “Multiple Staffing” on the sheet. 

Important note 2: If one of the A-numbers you are staffing for is “digitized,” do not use that 
alien number on the FIPS worksheet. Use one of the subject’s other alien numbers on the 
worksheet. To determine if the file has been digitized, look in CIS at screen 9504. The Current 
FCO will show DIG. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S: •Record_()ps\Files_ 
to Consolidate. xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and staff for that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-files/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


EAD numbers (100,000,000 through 149,999,999) 


If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then staff for 
that receipt number. Please refer to the section 
additional information. 
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New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 


Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to staff for the receipt file. Enter the receipt information into the Topic field. Make the 
first part of the description the receipt file number. Use the complete receipt number with no 
spaces or dashes. Do not write the name as “Last Name, First Name.” 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not staff for receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC staffing sheet. Do not staff for DIG T-files at HBG with RPC codes 
XX or ZG. Refer to the Staffing Sheet Guide for the most current information. 


Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 
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When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC staffing sheet and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC staffing sheet and paste the retired screen print. 


Staffing Scenarios 

Digitized files 

If you are staffing for an A-file that has been digitized please use the RDF staffing sheet. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF staffing sheet. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF ACS/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T-files. 
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MSB will know the file is digitized because you have staffed using an RDF staffing sheet. This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 
NRC.” 


Files Lost or Not Found LESS THAN NINE MONTHS 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED IND:” 

If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 
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When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: staffing sheet (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, staff for 
the file per the FCO in NFTS. 

Under “Generate Staffing Sheet” mark the box “File Missing/Lost”. 
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Staffed to: Lost File at FCQ: SND 
CIRCULAR SPECIAL LOST FILE SEARCH REQUEST 

Office Code: NRC Control Number: NRC2010000808 Date: December 6, 2010 

Alien Number: 091712345 Subject: Gloria Diaz Hernandez 
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The attached F 01 A/P A request is forwarded to your officefbraction. Asa result o f the attached system s eanch, we 
request that you conduct a circular / special / lost file search for the subject records. 

Please certify by your signature and date that the lost / missing / not found record has been placed on the circular / 
special / lost file search list and its location is actively being sought or that the file has been found This file: 

is on the circular / special / lost file search list, 

is attached 

could not be located 


Printed Name 
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Generate the acknowledgement letter. 

lllllllSSIlk Informatio n 

E Ottw R<squ^sl«f Docdm^^vatpon 


1 . Click Add Lost File 
Paragraph 

2. Click Generate Letter 
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FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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IP Edit View Insert WM Todfe Table Window Help : ^ x 
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Deal Dennis T offic e 


We received your request for infonnation relating to Gloria I)iaz Hernandez on December (16. 2010. 

Your request is being handled under the provisions of the Freedom of Information Act (5 U.S..C. § 552). 

It has been assigned the following control number: NRC201000090S. Please cite tills number m all future 
coirespoiidenee about your request. 

We respond to requests on a first-in, first- out basis and on a multi-track system Your request has been 
placed m the complex track (Track 2). ’You may wish to narrow your request to a specific document in 
order to be eligible for the faster h ack To do so, please send a written request, identifying the specific 
document sought, to the address above. We will notify you if your request is placed in the simple track 

In accordance with Department of Homeland Security Regulations (6 C F.R. § 5.3(c)), your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00, Fees may be 
char ged for searching for records sought at the respective clerical professional anchor managerial rates of 
$4,00;$“ 00'$10.25 per quarter hour, arid for duplication of copies at the rate of $.10 per copy. The first 
100 copies and two hours of search time are not charged, and the remaining combined charges fbi search 
and duplication must exceed $14.00 befor e we will char ge you any fees Most requests do not require any 
fees; however, if fees in excess of $25.00 aie required, we will notify you beforehand. 

Tins office will be providing your records on a Compact Disc (CD) for use on your personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software Aversion of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto papei Only records 15 pages or more are eligible for CD pi intmg. To request your 
responsive records on paper, please include your contr ol number and write to the above address Attention: 
FOIA/PA Officer, or fax them to (816) 350-57SA 

Based on the infonnation you provided m your request, we conducted a search of out records locator 
index system. This initial sear ch indicated that the requested record is lost or missing As a result, we 
have asked the Records office to initiate a lost inis sing file search This process takes an unknown amount 
of time: therefore, we request youi mid ei standing and patience. Once the file is found, we will process 
and provide it to you. If the file cannot be found, we will notify you of our findings. 

US CIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to vour request, please ensure any Social Security Numbers on 
the documents are blanked out or removed 
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When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 
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Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 

1 . If the A-file is lost but other records exist (such as receipt files we would normally staff 
for or other a-files), please go to step 9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
RNACS, 

c. and there are no additional files, then: a FOIA/PA Assistant working in 
Records Locator queue should put in the following Discussion: A-file 
has been lost for more than 9 months and no other records exist. 
Closing as UT. Detail all systems searched as part of this Discussion. 

2. Complete the attached Lost File Worksheet (and send it for scanning as CSD with any 
screen prints you do.) 

3. If the file was not staffed to OPLA, please move to step four now. Otherwise, if the 
file was staffed to OPLA, look at NFTS history. If the NRC file request was cancelled 
and the file indicator was subsequently changed to “Lost File,” create a Discussion 
with the subject “Unit Chief’ listing the date the file was staffed, the date the request 
was cancelled, and the date the file status was changed to lost. Send the case to Unit 
Chief. You’re done. 

4. If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” please move to 
the next step now. Otherwise, if there is a 9101 screen containing “EARM-X” 
“DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

5. Create a Final Action Letter and select the status UT. In the final action letter, after the 
sentence “You may, if you wish, resubmit at a later date,” please add the following 
sentence: “As we were unable to locate a physical file, we are including screen prints of the 
electronic record.” Go to the next step. 

6. In the UT final action letter, attach the screen prints to the letter electronically (cut and 
paste). Do not make any redactions to the screen prints. Save and close the letter and 
send to Up-front Approver. You’re done, unless the case is later returned to you for 
further research. 

7. The Up-front Approver will review the UT letter with the inserted screen prints. If he 
or she is satisfied that a thorough search was conducted, the approver will forward the 
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case to FOIA Approver. If the approver is not satisfied with the search results, he or 
she will return it to you for further research. 

8. The FOIA Approver will review the research and either close the case or return it for 
further action. If the case is approved, the FOIA Approver will close the case. 

9. If the A-file is lost but other records exist (such as receipt files we would normally 
staff for or other a-files) Staff for the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for the 
following additional files: XXXXXXX, XXXXXXX, XXXXXXX. Once 
they are received, please review. Please also verify that the original a-file is 
still lost. If the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also send an e- 
mail to the MSB for resolution. Include both a-numbers. If no documents 
exist from the original a-file, please process what is available. Advise the 
requester that the original a-file is lost. Your case will close as a PD even if 
no redactions are made. Thank you. 

10. Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. Any T-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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Staffing FAQ’s 

0: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

0: Which staffing sheet do I use? 

A: Each office has its own staffing sheet in FIPS. The Staffing Sheet Guide details 
which sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we staff for each alien file on a separate staffing sheet and write 
MULTIPLE STAFFINGS at the top of each sheet. 


Records Indexing /Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. It is important that you provide as 
much information as possible on the Records Indexing staffing sheet. The name of the 
subject, year of birth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 
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■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 

■ Naturalization dates 

which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NO RECORDS . 

TO RECAP: If the subject has had no business with the service since 1975 or earlier, 
they may or may not have a CIS record. If they do not, then staff to records indexing. If 
the subject has had business from 1976 forward, do not staff to records indexing. 

No Record, a RAFACS-only staffing scenario : 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 

9106 Sounds-Like Name with DOB 
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Cl MS E A I HMI GRATI QN AND NATURALIZATION SERVICE 04/ 09/ 08 

COMMAND; CENTRAL INDEX SYSTEM - SEARCH MENU 09: 07: 01 


A#: 000000000 NAME: DOB: 000000:00 

( Oil I D f: 

| A/AA/AB/C/DA/DL/FB/FP/I /PP/SS/TD) OTHER MENU SELECTIONS 
(D2| SOUNDS- LIKE NAME 192) DATA DISPLAY MENU 

103! EXACT NAME ( 93) ADD TRANSACTIONS MENU 

(04! AKA (ALIAS) NAME (94) RECORD MAINTENANCE MENU 

(05! LAPS EXACT NAME (95! FILE TRANSFER SUBSYSTEM MENU 

(06! SOUNDS- LIKE NAME il TH DOB 

Ml! MANUAL SEARCH REQUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(IS) ON-LINE A- NUMBER REPORT REQUEST 


SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EC, AT 23456789! , 

CLEAR EXIT PF5 HELP PF6 Cl S MAI N MENU 

32/0 


NUM OVR i 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary /applicant (3) AND as petitioner 
( 6 )- ' 
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^ File Edit Session Transfer Program Options Window Help. 


FSXMI MN 1 


ClAI m m If RAME SYSTEM 
UPDATE PROCESS! MG ME NEE 


HI- iqfx) 

_ iffiXi 


RECE 1 PT 


SELECT AND COMPLETE ONE LI NE 


SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


2. USER ID: 


3. BENEFTCI ARY/ APPLE CANT 
NAME (LAST! : 

BIRTH DATE: 

4. A NUMBER; A 


I MMDDCCYY] 


I MMDDCCYY) 


t FI RSTi 


5. REFERENCE NO 

6: PETITIONER 

NAME ( LAST) : 


I FIRST): 


FF3 FEE PF8 PF 10 PF1T PF;2 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPS BY RCPT 
32/0 


HUH OVR 


When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a RAF ACS (not RAF ACS/CIS) staffing slot only. Click on 
“Customize Letter.” Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as responsive records for the case 
number you have just created, attach it to the screen prints and take those to the person 
designated to scan RAFACS-only responsive records. Pend the case. 

Genealogy is exempt from this process. 
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A-number in CIS but not in NFTS 

If there is an A-number in CIS but no information in NFTS, create a staffing sheet 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


ICE files 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA staffing sheets are for files that are located in the following office sections. 
Choose the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO staffing sheets are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 
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Fugitive Ops 


FO 


SAC staffing sheets are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 


Office Section 

Acronym 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


SAC locations 

Occasionally, you will see a staffing for a SAC (Special Agent in Charge) case, and not 
be able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


LESC (LSC) records 

On all of these staffing sheets, you must attach the NFTS screen print to page two. 


T-files 


Q. What if the subject has an A-file at one office and a T-file at a different office (for 
example, an A-file in Chicago and a T-file in Milwaukee)? 

A: In this case, we will staff for both files, EXCEPT, do not staff for T-files at HBG with 
RPC codes XX or ZG. 
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O: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Staff for the A-file only, but include the T-file portion on the staffing sheet. The T- 
file will get combined with the A-file when it arrives at the facility for scanning. 

NEVER CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN 
PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, or WSC 
for scanning. Those offices scan directly into FIPS for us. Therefore if the A-file is at 
one of the above service centers and there is a T-file anywhere else, including at the 
NRC, you will have to staff for the T-file. MSC is the only service center that sends the 
A-file to the NRC for scanning. Another example of when we staff for an in-house T-file 
is when the responsive records are scanned in simultaneously with the request. 


Receipt files 

1 . Do not staff for receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 
L0SJ9 163201 1 11, DALC922740405 or SPM9606900035, etc., are not receipt files we 
can request. 

2. If the requester does not specifically ask for a receipt file and provides an alien 
number, staff for the alien file only. 

3. If the requester does not provide any receipt number or alien number, then you must 
research CIS, CLAIMS and possibly PCQS. 

Be cautious about staffing for receipt files that are for EAD cards only. There should be 
another application/petition filed in conjunction with this EAD card. If the only receipt 
numbers you can find is for an EAD card, and they are within the seven-year retention 
time, then yes, you will staff for the EAD card. 

If they provide a receipt number, you must research CLAIMS and NFTS thoroughly. 
Ensure the receipt file has not been consolidated into a T-file or into an A-file. Please 
staff for the A-file or T-file if the receipt file has been consolidated. Check 
CLAIMS to be sure that the Service did not reject the receipt. Receipts that are shown as 
rejected in CLAIMS are returned to the submitter by the Service Center. Print the 
CLAIMS screen(s) that shows the receipt was rejected by the service. Open a RAF ACS 
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staffing slot only (no staffing sheet is necessary). Attach a “Scan As” cover sheet to the 
screen prints, mark the box “Responsive Records” and take to the OA room. The 
documents will be scanned as responsive records. Pend the case. 

4. If there is no information about the receipt file in NFTS, regardless of the prefix of the 
receipt number, you should staff to the owner of the receipt file and paste in the CLAIMS 
screen. This information can be located on the CLAIMS inquiry screen upper right hand 
corner. The CLAIMS screen will show “owned by.” 


Archived receipts 


; cl File Edit Session Transfer Program Options Window Help 


10 


m 


/OB 

-fij 




/3b 

■a 




.-.js’.i.xj 


FSXMRPT2 




RECEIPT NUMBER iff: . . - HAS BEEN ARCHIVED 

TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT f Y r BELOW 


GENERATE REPORT - (Y)ES OR (N)0: 


01/27/2011 

09:35 

C0W6768C 


HUH OVR 


This screenshot shows a receipt that has been archived. 

If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to staff for the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 
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1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the U SCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 

3. You may call the NVC automated help line at 603-334-0700 and enter the 
receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt files; 
Lost receipt file, File destroyed or File cannot locate. . 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDJ” or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes , call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 
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Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS {not RAF ACS/CIS) staffing slot only. Click on “Customize Letter.” 
Print the appropriate CLAIMS screen prints (should be a minimum of 3 pages if the 
receipt file is for an 1-130). Print the staffing letter, attach it to the screen prints and take 
to the OA room. The documents will be scanned into the slot on the bar-coded staffing 
letter. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 


FIPS v/VO Training build 06 v Work Queries-: "- .Actions 
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First Middle 


A-N umber: 

Topic.; uj-jg visas filed by Outsource Georgia.. Inc.. 200-8 to present 


After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on “Reassign Office” 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC, FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 


CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC-Director.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER.” Please refer to REQUESTS: Return 
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Final Action Letter 
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You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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ER (created in error) CASE CLOSINGS 

Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


FC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or , please refer to 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters\Failure_to 
Comply Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


MARKING A DOCUMENT “DO NOT SEND” 


From time to time, there will be an instance when we should not mail a system-generated letter. 
Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 
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Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 


ACKNOWLEDGEMENT LETTERS 

We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 
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As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 
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DISCUSSIONS 


Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 


CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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TROUBLESHOOTING WORK FROM THE OA ROOM 


The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned). If the fax needs to be scanned in before reviewing, the FOIA/PA Assistants can 
scan it in and notify you. They may also deliver the fax or mail if needed. 


TROUBLESHOOTING WORK TO THE OA ROOM 


When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 

FOIA MAILBOXES: 


FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 


THE OA ROOM (NRC, FOIAOA) 

Xwwwwwwww^G-wwwwwwwwwwwwwwv^/ 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
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per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• The requester has either has a changed or new address; therefore, the records need to be 
re-printed and re-mailed to the requester. You need to state in your instructions to the 
OA room that you’ve made the changes to the address in the final action letter. Correct 
the address on the final action letter and the FIPS database. State that you’ve changed the 
address in a Discussion. 

Don’t forget to add a Discussion to the original case. 

MSB (NRC, NRCFOIAMSB) 

VxxxxxxxxxxxxxxyxySoooooooooooooooooooooooooooroooooooooooooooooooooooor 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 

of the case, and specific instructions relating to the case. 

FIPS PROBLEM (NRC, FIPSPROBLEM) 

xwwwwwwwwOwwwwvwwvwwwvwwwvwwwwwwwwaaawww,/ 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 

• If responsive records need to be copied from one case to another 

• If records are incorrectly scanned in a case and need to be removed 
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All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 

FOIA FILE REQUEST (NRC, FOIAFILEREO) 

Send e-mails to FOIA File Request if the following situation occurs: 

• A file is found sitting on a shelf and it has not been scanned in to the case. Include the 
control number and the A-number in these e-mails. 

E-MAIL TO CUSTOMERS 


If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


RETURNED MAIL: 

Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 
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OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 

Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on the 
“IT to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1 . Note the case. Example of the Discussion: 
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Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. Name. 

2. Give acknowledgement letter to OA Supervisor to Close. 

Final Action Letters 

Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 
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Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 

a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 


DIRECT MAIL: 


This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 




Change of Address (see Request for Change of Address) 

C/ \ vwwwwwwvc\vwvwww\vwvwwwwvvwvvvwvvW\\vvwvwwvvvwwvvvwvvvwvvvw/ 


• Status Request (see Status Letters) 


• Withdrawal of Request (see Withdrawal of FOIA/PA Request) 


• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 


• Correspondence about delinquent payments (including checks) 
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• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 

Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the MSB supervisor. A supervisor must review the correspondence 
and make a determination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 
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Requester documentation / additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LffiRARY\Case Create ReferencesYTemplate Letters\FC Letter. 


Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
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Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


Status letters 


The public has the ability to check online the status of their FOIA request(s) with NRC at 
( w w w .uscis. go v ) . 


From www.uscis.gov. find the link near the bottom of the left column under “Other 
Services” marked “ FOIA Request Status Check .” Click there to navigate to the online 
status check page. 


The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 


If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 


If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 


If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the “Q” button. Change the information on the 
letter that shows the status of the case, replacing it with the results from the online status 
check before you close and save. Use the latest Status Letter from 
O:\Foia\FOIA LIBRARY'Case Create References\Case C r ea t e Te m pla t e Letters , 
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since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 


BLANK TAPES/CD’s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


VIDEO REPRODUCTION 


As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien fde to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 
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CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 


INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 

1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 
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7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


ALIEN’S STATUS VERIFICATION LETTERS: 


The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 


RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 

• Requester docs have been received 

• Requester writes to request the record on paper 

• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 
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• Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

• Research cases and take needed action(s) on cases. 

• Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action 
on the case. 

• Anytime you create a new staffing, you must cancel the one it replaces. 

• Do not cancel staffing sheets and re-staff just because the request is old and has been 
pending for an extended period. Canceling staffing sheets and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 
Please continue to repend these cases as necessary. 

• If the A file has been scanned in and we are waiting on a T-file, review T-file staffings in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 
RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send 
the case to the processor. 

• A-file has been scanned in, but there is an open pending slot for a T-file: Review “T” file 
history in NFTS. If the “T” file has been consolidated /combined with the A-file, check 
the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 

• If you see it has been through image process box and returned to a shelf then further 
research is required. 

a. Check all offices for duplicate cases in FIPS using the alien number. 

b. Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 

c. If you find a duplicate case, make a Discussion and advise NRC, FIPSPROBLEM 
mailbox with an e-mail and repend. 

• Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or consent is needed from the requester/subject. You will 
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have to create an Interim Response Letter and check the other documentation box. 

Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References\Case Create Template LettersYRequester 
Docs Attachment). Check the boxes required and pend the case for Requester 
Documentation. If the processor is asking for information that is already present in the 
scanned documents, put in a Discussion asking for clarification on what the processor is 
requesting. You may also have to point them to the slot where the information is 
currently contained. 

• If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided 
the requested PII and/or consent, staff for the file. 

• The requester/subject may respond negatively to the request for PII. If we receive a 
negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

• If the requester/subject does not return the PII we asked for, and if a positive match 
cannot be identified in CIS or CLAIMS with the PII provided, generate a FC letter and 
replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create 
Template LettersYFailure to Comply Letter. Send the case to approver when you are 
finished. 

• If the requester/subject does not return proper consent, generate a FC letter and 
replace the contents of the letter with the template letter Failure to comply letter-Consent. 
The template is located at: O:\FOIA\FOIA LibraryYCase Create ReferencesYCase Create 
Template LettersYFailure to Comply Letter. Send the case to approver when you are 
finished. 

• If a request for consent is returned but the requester says he or she is a third party 
requester (they have no relationship to the subject of the record and cannot or will not 
get consent), staff for the file. Create a Discussion advising the processor to process this 
case as third party without consent. 

Occasionally you will pull a case in Records Locator queue and there is a Discussion stating the 
wrong records have been scanned into the case. This will require some investigative work before 
a solution can be determined. 
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• Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please staff for the correct file. You 
must then send an e-mail to FIPS Problem mailbox and ask that the wrong records be 
removed. Clicking the link above will automatically send a copy to the FOIA Program 
mailbox. 

• Did the requester ask for a copy of a petition they filed on behalf of a beneficiary? If 

so, the case was probably set up incorrectly. Check first to see if there are two cases for 
the requester. If not, you will need to correct the one that exists to become a request for 
the beneficiary’s information. Locate the correct records and re-staff. 

• Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible 
that the scanning contractor has scanned the wrong file into this case. Here are the steps 
to follow if you believe this may have happened: 

1 . Look for a pending case for the records that were scanned into your case. 

2. If you locate a case, check to see if the responsive records have been scanned. 

3. If they have not, you’ll need to have the records moved from your case over to the 
correct case. You will have to have the slots in your case re-set to pending by the 
N RC. FIPS P r o blem mailbox. Clicking on the link will automatically send a copy to 
the NRC FOIA Program mailbox. 

4. If the pending case already has records scanned in, review those records. 

i . Are they the correct records for that case? If so, then you will need to verify 
that they are a duplicate of the ones in your case. 

ii. If they are duplicates, then you do not have to do anything with that case. 

iii. You will need to have the wrong records removed from the staffing response 
and responsive records slots in your case. Send an e-mail to the NRC. FIPS 
Problem mailbox. Clicking on the link will automatically send a copy to the 
NRC FOIA Program mailbox. 

If you pull a case in Records Locator queue and there is a Discussion instructing you to 
create an interim response letter because the individual is incarcerated: 
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• The request must be over six months old before we send out the interim letter. If your 
case meets this criterion, create an Interim Interest Letter. 

• If the interim interest letter is returned saying the subject is no longer in custody and 
we do not have another address for the subject, you can close the case FC. Do not 
close out the case FC without the returned mail. 

• If the individual is still incarcerated and still interested in receiving the record, send 
the case to the processing queue. 

If you pull a case in Records Locator queue and there is a document scanned into the 

Staffing Response and the Responsive Records slot which has been changed to Inactive, 

look at the document scanned in to the Staffing Response. 

• If the case was staffed for a receipt file that has been sent to NVC (National Visa Center), 
redirect the request to NVC. Create the Final Action Letter, choose “RD” and select 
“NVC” from the drop-down box. Save the document and check it in. Send the case to 
Up-front Approver. 

• If the receipt file is marked lost, file destroyed, or file cannot locate, go to Receipt fil e s: 
Lost receipt file. File destroyed or File cannot locate . 

• If the receipt file has been rejected by the service, there are no records to retrieve. Close 
out as No Record, with an explanation of rejected receipt files. 
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REPENDING IN RECORDS LOCATOR QUEUE 


• Do not create a Discussion that you repended the case; the system automatically creates a 
record of case action. 

• If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in 
NFTS and on the 9504 screen in CIS. 

1 . If the file has moved to another FCO, you should cancel the current staffing sheet and 
create a new one to reflect the new FCO. 

2. If that file has moved from the original staffing location and is now in-transit to the 
NRC or has been received at the NRC, repend. Do NOT cancel the original staffing 
sheet or re-staff to RAF ACS/CIS. 

3. Do not cancel staffing sheets and re-staff just because the request is old and has been 
pending for an extended period. Canceling staffing sheets and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases 
properly. 


• If the file has been received by NRC and NFTS shows scanning, image processing, image 
problem files, streamliners (anything except a shelf location) repend. 

• If a SIG case comes up for repending in Records Locator queue, please repend and notify 
NRC, FOIASIG of this. Insert the NRC case number on the subject line. 

• If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be 
scanned in together when the other arrives, then repend. If there are two separate 
staffings for files, then e-mail NRC, FOIAFILEREQ to research and to have the file 
scanned in if necessary. 
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CHANGING THE TRACK OF A CASE 


Do not change the track of a case except in the following instances: 

• The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 

• The requester has responded to our acknowledgment letter stating that he or she did not 
mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 

• The requester has a Track 2 case and provides the required documentation to change their 
request to a Track 3. Prepare a status letter and advise the requester that their case is now 
in Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. 


RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC, FIPSPROBLEM mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 
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- The number of pages scanned in. 

Send the case to Unit Chief/Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 

Lost File 


CASES NEEDING ACKNOWLEDGEMENT LETTERS 


Cases received in Records Locator queue that need acknowledgement letters must be re-assigned 
to a Troubleshooter in the Case Create role. Please contact a supervisor with the NRC Control 
Number and ask that the case be re-assigned to you in the Case Create role. 


RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 
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IN TRANSIT FILES 


If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 


MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 


MSB DIRECTED PROJECTS 


Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIA Fax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 

Eom 


816-350-5785, 5786, 5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www.uscis.gov 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 

MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 


185 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1276 



FOIA/PA ASSISTANT’S GUIDE 


MAILING ADDRESS FOR APPEALS 

DHS, USCIS, NR.C 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 

ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
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BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 

BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Cuidad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 
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DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 

FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS- Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 
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KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 

LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR- Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 
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MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 

NPL - Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 
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PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 

SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 
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SYD - Sydney (Australia) 

TAI- Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 
THT - Tashkent (Uzbekistan) 
TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV- Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 
VNN - Vienna (Austria) 

VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 

YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 

www.uscis.gov 

Title Form Number 

■Qhan_qeofAddress AR- 1 1 

Alien's Change of Address Card AR-11SR 

Geneajo^^ G-1 04 1 

Genealogy Records Request G-1041A 

Notice of Entry of Appearance as Attorney or Representative G-28 

Biographic Information G-325 

Bigg rap hi c _ Info r mat i o n G-325A 

Bjoq rap h i c I nfo r mat i o n G-325B 

Biographic Information G-325C 

Freedom of Information Act/Privacy Act Reguest G-639 

Verification, Reguest,(Non-SAVE aqen G-845 

Document Verification Request Supplement G-845Supplement 

Document Verification Request (SAVE Agencies) G-845S 

ReturnofO^^^ G-884 

Application for Replacement/Initial Nonimmigrant Arrival-Departure Document 1-102 

PgtltjqnforaNon 1-1 29 
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Title 

Petition for Alien Fiance(e) 

Nonimmigrant Petition Based on Blanket L Petition 

Petition for Alien Relative 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Application for ;Adyance uPermissjon 


AppjlcatignforW^ 

Application for Permission to Reapply for Admission into the United States After 
Dep o.rtatign PLB.e mgy a I 

Application for Removal 

Notice of Appeal or Motion 

Petition for Amerasian, Wi dow(er), or Special I mmig rant 

Affidavit of Financial Support and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Request to Enforce Affidavit of Financial Support and Intent to Petition for Legal Custody 
for P.L. 97-359 Amerasian 

AppJicationtoReaisterPermane 

Supplement A to Form 1-485 


Form Number 

I-129F 

I-129S 

1-130 

1-131 

1-134 

1-140 

1-191 

1-192 

1-193 

1-212 

1-243 

I-290B 

1-360 

1-361 

1-363 

1-485 

1-485 Supplement A 
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Title 

Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 

Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 
INA) 

Waiver of Rights,, £[jyejeflesj^ 

Immigrant Petition by Alien Entrepreneur 

Appjjcation To i.Extend/Change N 

For persons seeking V nonimmigrant status while in the United States or extension of V 
status. 


Form Number 

1-485 Supplement C 
1-485 Supplement E 


1-508 

I-508F 

1-526 

1-539 


1-539, Supplement A 


MgraqgncyRecord.^^ 1-566 

or Change/Adjustment to/from A, G or NATO Status 

Ap_pJlcatipn_for As^ 1-589 

Pet ition to Classify O rphan as an Immediate Relat ive 1-600 

Application for Advance Processing of Orphan Petition I-600A 

Appjjcatjon for ;Waiver of Grou^ 1-601 

Application By Refugee For Waiv er of Grounds of Excludability 1-602 

Aff_pj|cationforWajyeroftheForeignResid 1-612 

the Immigration and Nationality Act, as Amended) 

Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 1-643 

Application for Status as a Temporary Resident Under Section 245A of the Immigration 1-687 
and Nationality Act 
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Title Form Number 

Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 21 0 of the 1-690 
Immigration and Nationality Act 

B.PP.ortPtMedicaJ^ 1-693 

Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 1-694 

Nationality Act 

Application to Adjust Status from Temporary to Permanent Resident (Under Section 1-698 
245A'orPublic Law 99-6 

Refugee/Asylee Relative Petition 1-730 

Petition to Remove the Conditions of Residence 1-751 

Application foT.Employment Auth 1-765 

Application for Replacement of Northern Mariana Card 1-777 

Petitionjo Clas^Y Convention Adoptee as an Immediate Relative 1-800 

Applica tion for Dete r min ation of Suitabilit y to Adopt a Child from a Convention Count ry I-800A 
Application for Family Unity Benefits 1-817 

Appjicatio^ 1-821 

Application for Action on an Approved Application or Petition 1-824 

Petjjjoj^^ 1-829 

Inter-Agency Alien Witness and Informant Record 1-854 

1-864 

Contract Between Sponsor and Household Member I-864A 
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Title 

Affidavit of Support Under Section 21 3A of the Act 
Poverty Guidelines 

Intending Immigrant's Affidavit of Support Exemption 
Sponsor's Notice of Change of Address 

Application for Suspension of Deportation or Special Rule Cancellation of Removal 
(Pursuant to Section 203 of Public Law 105-165 (NACARA)) 

Employment,^ 

Application to Replace Permanent Resident Card 
Application for Authorization 
Request for Premium Processing Service 
Application.for T,Nonimm[grant Stat^ 

Petition for U Nonimmigrant Status 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 
A pplic ation to File Decl ara ti on of In tention 

Request fo r a Hearin g on a Decision in Naturalization Proceedings (Under S ection 336 
of the INA) 


Form Number 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 


1-9 

1-90 

1-905 

1-907 

1-914 

1-918 

1-929 

N-300 

N-336 


Monthly Report Naturalization Papers N-4 

Application for Naturalization N-400 

Request for Certification of Military or Naval Service N-426 
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Title 

Application to Preserve Residence for Naturalization Purposes 
Application for Replacement Naturalization/Citizenship Document 
A pplic atio n for Ce r tificate of Citizenship 

Application for Citizenship and Issuance of Certificate under Section 322 
Application for Posthumous Citizenship 
Medical Certification for Disability Exceptions 


Form Number 

N-470 

N-565 

N-600 

N-600K 

N-644 

N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

ADDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 
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ATF (Bureau) Alcohol, Tobacco and Firearms 

AVL Asylum Virtual Library 

BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 

BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 

BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 


BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 
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CBP 

Customs and Border Protection 

CCB 

Child Care Bureau 

CCD 

Consular Consolidated Database 

CDC 

Center for Disease Control 

CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 
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CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 

DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 
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DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 

EEV 

Employment Eligibility Verification 

EFOIA 

Electronic Freedom of Information Act (initiative) 

ENFORCE 

Enforcement Case Tracking System 

EOIR 

Executive Office of Immigration Review 

eOPF 

Electronic Official Personnel Folder (eOPF) 

EPA 

Environmental Protection Agency 

ERO 

Eastern Regional Office 

ESC 

Eastern Service Center 

ETC 

Eastern Telephone Center 

EVD 

Extended Voluntary Departure 

EWI 

Entry Without Inspection 

FAA 

Federal Aviation Administration 
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FARES Fees and Applications Receipt and Entry System 

FBI F ederal Bureau of Investigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 

FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 
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FOI A Freedom of Informati on Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 

GPO Government Printing Office 

GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 
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HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Appl i cati on for Travel D ocument 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 

I-485B NACARA Supplement to Form 1-485 Instructions 

1-539 Application to Extend/Change Nonimmigrant Status 

1-551 Alien Registration Card (Green Card) 

1-589 Application for Asylum and Withholding of Removal 
1-600 Petition to Classify Orphan as an Immediate Relative 
1-751 Petition to Remove Conditions of Residence 
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1-765 Application for Employment Authorization 

1-821 Application for Temporary Protected Status 

1-864 Affidavit of Support under Section 21 3 A of the Act 

IA Immigration Agent; or Investigative Assistant 

IBF Identity and Benefit Fraud (program) 

IBIS Interagency Border Inspection System 

ICE Immigration and Customs Enforcement 

ICE-BFU ICE Benefit Fraud Unit 

ICEPIC ICE Pattern Analysis and Information Collection. 

ICF Immigration Card Facility 

ICS Information and Customer Service 


IDDMS Integrated Digitization Document Management Program 

IDENT Automated Biometric Identification System 

IDMS Identity Management System 

IDP Individual Development Plan 

IE Immigration Examiner 

II Immigration Inspector 

IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 
IJ Immigration Judge 

IMMACT Immigration Act of 1990 


209 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1300 



FOIA/PA ASSISTANT’S GUIDE 


INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

KST Known Suspected Terrorist 

LAPR Lawfully Admitted Permanent Resident 
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LAPS Legalization Application Processing System 

LEAD Leadership Education and Development 

LES Law Enforcement Sensitive 

LESC Law Enforcement Support Center 

LIFE Legal Immigration Family Equity (Act) 

LIN Northern Service Center (Lincoln, NE) 

LOU Limited Official Use 

LPR Lawful Permanent Resident 

LULAC League of United Latin American Citizens 
MFAS Marriage Fraud Amendment System 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 

N-300 Application to File Declaration of Intention 

N-400 Application for Naturalization 

N-565 Application for Replacement of Naturalization/Citizenship Document 

N-600 Application for Certification of Citizenship 

NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 

NBC National Benefits Center 

211 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/14/2011 


1302 



FOIA/PA ASSISTANT’S GUIDE 


NCIC National Crime Information Center 

NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Proj ect 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 
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OEP 

Occupant Emergency Plan 

OEPC 

Office of Emergency Preparedness and Coordination 

OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 
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OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 

PC 

Peace Corps 

PCII 

Protected Critical Infrastructure Information 

PIA 

Privacy Impact Assessment 

PII 

Personally Identifiable Information 

PLAIN 

Plain Language Action and Information Network 

POE 

Port-of-Entry 

PTA 

Privacy Threshold Assessment 

PTIG 

Privacy Technology Implementation Guide 

RAC 

Resident Agent in Charge 

RAFACS 

Receipt and Alien File Accountability and Control System 

RAIO 

Refugee Asylum and International Operations 

RAPS 

Refugee, Asylum and Parole System 

RAVU 

Refugee Access Verification Unit 

RDF 

Records Digitization Facility 

RNACS 

Redesigned Naturalization Application Casework System 

ROH 

Record Operations Handbook 
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RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 

SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 
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SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 

STAR System for Time and Attendance Reporting 

TAC Third Agency Checks 

TAP Tuition Assistance Program 

TCDD Training and Career Development Division 

TECS Treasury Enforcement Communication System 

TPO Transformation Program Offices 

TPS Temporary Protective Status 

TSA Transportation Security Administration 

TSC Texas Service Center 

TSP Thrift Savings Plan 

TVA Tennessee Valley Authority 

UK United Kingdom 
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UNHCR United Nations High Commissioner for Refugees 

UNICEF United Nations Children’ s Fund 

USA United States Army 

USACE U.S. Army Corps of Engineers 

USAF United States Air Force 

USC United States Citizen 

U.S.C. United States Code 

USCG United States Coast Guard 

USCIS United States Citizenship and Immigration Services 

USCS United States Customs Service 

USMC United States Marine Corps 

USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 
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VD 

Voluntary Departure 

VIS 

Verification Information System 

VTVPA 

Victims of Trafficking and Violence Protection Act of 2000 

VWPP 

Visa Pilot Waiver Program 

WAC 

Western Adjudications Center 

WHO 

World Health Organization 

WHTI 

Western Hemisphere Travel Initiative 

WSC 

Western Service Center (same as California Service Center) 

WTC 

Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
htt p://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department. Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 
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Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 

Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing bv any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System (FIPS) - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www . us ci s.g ov/portal/site/usci s that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 
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• G-2 8 - Notic e of E n try of App earance as At torney o r R ep rese n tative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G - 63 9 Freedom of Information/Priv a cy Act Re q ue s t - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 

Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 

lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 

Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 



:1 




rjmmm* 

PWIWI; 


f : 




• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 
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Track History Icon 



Track history 


The track history appears in a separate pop-up window. 

Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 
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Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 

Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=t> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? ACD FOIA/PA Operations and your 
Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office Automation 
personnel accomplish their missions. Through ACD Operations, Supervisors submit a new rule 
or procedure to ACD FOIA Program. At the direction of the ACD, Program Office may 
immediately amend the guide, or they may seek clarification from Office of Chief Counsel. 

After consultation, Program Office will either amend the Guide or propose a modified rule to 
ACD Operations. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet page. 

When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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Record of Revision 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the FOIA/PA Assistant's 
Guide has been changed (changed portion is underlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. N o consent is necessary from 
the minor child or the. person judicially, determi^ 

p a r e n t / g ua r d i an must provid e h is or h e r ow n v e r i fica t i o n o f i de n tity th a t i s notar i ze d or 
signed .under penalty, of peijuiyJ.6.C,F,^ The case processor will have to 

request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant's Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS . Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant's Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files. including T-Files, wherever they may be, 
includingJ^C) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13, 2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows ( added 
portion underlined deleted portion stricken through) : 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open s -RAFAGS ^f^ftlGS/G/^ staffmg-slot -onlyr Gliok-on 
“Customize Letter ” Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
responsive records for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to scan PvAFACS - 
only responsi ve records. Pend the ease prepare a Final Action Letter with closing code 
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NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through) : 


12.7.12 Receipt files 

12 . 7 . 12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 
LOSJ9163201 1 11, DALC922740405 or SPM9606900035, etc., are not receipt files we 
can request. 

12 . 7 . 12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
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the box “Responsive Records” and take to person designated to scan RAFACS- 
onlv responsive records. Pend the case. 


12;-7;12'i4-lfther&'iS'noi»format?Qnabeut-ther'eeeiptfilei'PrWTS ; ''regar'dles3'Ofthe 


rsroS, i.v. . /rvC.Lko. r&ncM r*L rxi iro.f\ or ... jmujdaAi xl A ofa ff . Ar\ o . .oaxm or. .rvC +L o. r.oooi.rYF. filo . orv/T nooiain 
piviiA ui liiv iwvipt numavi, y \j\-i onuuiu Jittii iu uiv wwiivi or uiv lcvupt mv unu puoiv m 


theGLAtJvlSsereenrThisinformationeanbeloeatedontheGLAIMSinquiFjsereeri 
upper right haiid eomeF. The CLAIMS screen will show “owned by.” 


New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by,” 


May 27, 2011 


Paragraph 6. 3.4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 
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d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

As it used to read: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request. Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). F or r ece ipt fi les a t HBG , u se t h e 
NON-FO IA HBG file re q uest. Do not request DIG T-files at HBG with RPC code s XX, XY , 
Z G, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most current information. 


June 10, 2011 

The wording of paragraph 28 of the FOIA/PA Assistant’s Guide has been changed as follows: 


Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 


All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 
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Here is the new paragraph: 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. of 
this section, however, if you feel that you have a true congressional request or appeal, control the 
case, put the case in Unit Chief, and e-mail your supervisor the control number. A supervisor 
will either send the case to SIG or return the case to you for staffing. 


b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


July 8, 2011 


A new flow chart for Lost File procedure has been added to APPENDIX Hi 
CASE CREATE FLOW CHARTS in the FOIA/PA Assistant’s Guide. 


Additionally, in paragraphs 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 

12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 


Paragraph 6. 1 . 1 . 10 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Old version: 

6.1.1.10 If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester in Section 2, 
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“ Requester Information .” Do not use the address on the envelope or letterhead. 

New version: 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of the 
requester in Section 2, “ Requester Information ” Do not use the address on the envelope, or 
Form G-28 or letterhead unless the requester did not use Form G-639 or unless Section 2 of 
Form G-639 is illegible. If the address on the G-639 is a foreign consulate office, or is a 
congressional office, you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you can find no other address, insert a case note and send the 
case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at the 
right side of Form G-639. 


The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the FOIA/PA 
Assistant’s Guide: (old text lined through, new text in red) 

This does not include instances in which the requester has faxed the request and then mailed 
it. If you open a case and find that the exact same request has very recently been created, 
chances are that you have opened the mailed copy which followed a few days after the fax. 
Clos e this cas e as ER (cr e at e d in e rror). Do not create such a case. Click “Send to 
Research.” That case will go and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar 
case, your search will be complete. If the requester did not provide an alien number, you 
may search by the subject’s last name and first name, or even by the requester’s last name 
and first name. You may use a percent sign (%) as a wild-card for these searches. For 
example, if the requester’s name is Jaime Vazquez, but you see he also has spelled his name 
Vasquez - you can search by Subject Last Name “Va%” and Subject First Name “Jaime.” 

Further on within paragraph 6.4, in the examples, there are two more changes: 

Cr e at e a Final Action L e tt e r and s e l e ct final action cod e ER: Cr e at e d in Error. Aft e r this, 
s e nd th e cas e to Up front Approv e r Do not click “Create Case.” Click “Send to Research.” 
You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
“Similar Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 


Do not close this case as a duplicate. 


Do not 


click “Create Case.” Click “Send to Research.” 
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1. THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 


2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 


3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4 . 

Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 
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WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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':14 AM 


This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.2 Tele View Main Menu 
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The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 
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This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5. 1 . 4 CIS Main Menu 





CIMMEN 
COMMAND : 
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IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


(91) SEARCH THE DATA BASE 
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(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 


(94) RECORD MAINTENANCE 


(95) A-FILE TRANSFER SUBSYSTEM 


-- SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 


CLEAR EXIT 


PF5 HELP 


tcftboa ird:: 




This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 


21 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1336 





5.1.4.1 Search Menu Screen 
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(11) MANUAL SEARCH REOUEST (MR) 
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f <-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456739) . 

CLEAR EXIT PFS HELP PF6 CIS MAIN HENU 




| Input Form 


.esourceGuide . 


9:02 AM 


From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1.4.2 Search by A-number (9101) 
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In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings. In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 


5. 1. 5 Sounds-Like Name Search ( 91 02) 
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: LOST NAME: 
FIRST NAME: 
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(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
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EXACT DOB: 
DOB RANGE: 


(HHDDYYYY) 

(DATE RANGE - YYYYR; YYYY-YEAR, R-0-9) 


COB: (S-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (HMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (H/F) 

'LAST NAHE IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE” SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


tehboahd;: 


I) Input Form 


W\ CISResourceGuide ;; j| 


iS"): 9:09 AM 


Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5. 1. 6 Exact Name Search (91 03) 
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* LAST NAME: 
* FIRST NAME: 

MIDDLE NAME: 

EXACT DOB: 
DOB RANGE: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(25-CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

(5-CHARACTER COUNTRY CODE) 

(5-CHARACTER COUNTRY CODE) 

(3-CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(3-CHARACTER FILES CONTROL OFFICE CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PFG MAIN MENU PF9 SOUNDS-LIKE SEARCH 


ptonDoc M ||| Mrcdtall on ‘Nrcir. . . W] ClbResourceGuide , 


lillt P : i 7:47 AM ; 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 
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5. 1 . 7 Alias (AKA) Name Search (91 04) 
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CENTRAL INDEX SYSTEM - ALIAS (AKA) NAME SEARCH 


AKA/NEE LAST NAME: 
AKA/NEE FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-95) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


EXACT DOB: (MMDDYYYY) 

DOB RANGE: (DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

COB: (5 - CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST H SEARCH ON FIRST-NAME-ONLY ALIASES, ON LAST-NAME-ONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONHL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 


CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PFG MAIN MENU 


NllMOVft 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5. 1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 



HUM OVR 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5. 1. 9 Card Search (9222) 



MOTHER’S NAME: EDWINA FATHER’S NAME: ZACHIUS 

CARD PORT OF ENTRY: BAL 

CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 
3278 



The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 
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PREVIOUS 

FCO 

BAL 


FCO CREATING SUBFILE: 


CURRENT 

FCO 

NRC 


SUB FILE CREATION IND: 


REQUEST 

FCO 

NRC 




FILE LOCATED 

IND: 

: C (FILE TRANSFER COMPLETE) 


DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 

0000 

DATE 

FTI 

: 61242006 


INS BOX NUMBER: 


DATE 

FTC 

: 02022606 


REQUEST NUMBER: 


PERSON/ACTION: 



2ND REQUEST DATE: 






3RD REQUEST DATE: 


YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- 

NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN 

MENU 
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: MUM OVA; : 







The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 




;|| Jyfe Edit £m«tt Irtms&r Efi>gram. SpBotts grip 
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IDtlS DC258002 V77 ENTER PASSWORD 

IDUS DC258003 V77 USER NRC0291B SIGNED ON LTERH VTNLT159 RT 08:37:43.64 06.258 
TSS70O0I NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y = J479 IDHS 
TSS70G1I Court t= 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


RUMQV8; 


The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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5.1.12 Tables Menu 



Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 
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File Edit, Session Transfer jji&gram Options Window ijjelp 
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CIS /AFAC FCO CODE TABLE 


A IRX 
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LOC 

APPLICATION SUPPORT CENTERS 


ASIL 
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ASYLUM INTERVIEW OFFICES 


ASYL 
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BPHQ 
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HEADQUARTERS 


BPHX 


VAL 

BORDER PATROL SECTOR CODES 


BPSH 


LOC 

BORDER PATROL SECTOR HE ADQTRS 


B PS T 


LOC 

BORDER PATROL STATIONS 


BPSX 


VAL 

BORDER PATROL STATION CODES 


CCD I 


VAL 

INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 

PF 2 

PF4 

PF6 PF8 


PGFRWD 

PGBWRD 

PREV SCN 

MENU EXIT 

TB1O0O43 - 

SELECT ONE 

RECORD 

OR TRY OTHER 

FUNCTIONS 
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urn DVR: 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 
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Read the screen in its entirety for navigation instruction and additional information. 
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5.2.1 Introduction 


The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 Teleview Introduction Screen 



WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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AACCCCCCA 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 
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CAPSNUMOVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 
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5. 2. 3 CLAIMS Selection Screen 
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Sesnum 

System 

Application Status 


Remarks / Description 

1 

HELP 

Avai lable 


TeleView Help Facility 

2 

MSG 

Avai lable 


TeleView Message Facility 

3 

NEWS 

Available 


Help & News Menu 

4 

J 4061 DM S 

Available 


RAPS-APSS-EOIR 

5 

J427IDMS 

Available 


FOIA/NACS/STSC/M FAS/RNACS 

IB 

|J479IDM S I 

1 (Available 


(claims 

7 

J427CICS 

Avai lable 


DAL ROPES 

8 

J504CICS 

Available 


WDC ROPES 

9 

J 5371 DM S 

Available 


AR11 

10 

J534IDM S 

Avai lable 


CIS 

11 

J527IDM 2 

Avai lable 


PICS/ADMIN SYSTEM S/DRCS 

P FI = HELP P F 3 = END 

P F 7 = PAGE UP PF8= PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 
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1 igli lllll;li liii! 


The number selected to access CLAIMS can vary for each computer. 
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5. 2. 4 CLAIMS Function Screen 
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TSS7001I Count=08208 Node=Fail Lockt ime=None Name=TIFFANY ROSS 
V9 ENTER NEXT TASK CODE: 


«aa 


Si 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 
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Press enter from here to get to the logon screen. 


37 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1352 





5. 2. 6 CLAIMS Logon Screen 
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IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE, 






File Edit session Transfer Program Options Window Help 
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ill MM 


/an 
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CLAIMS MAINFRAME SYSTEM 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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5. 2. 7 CLAIMS Main Menu Screen 
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1. COLLECTION & RECEIPTING - APPLICATIONS 
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MAINTAIN SYSTEM FILES 
MANAGEMENT STATUS REPORTS 
CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 
PRINT DELAYED/DUPLICATE APPROVAL NOTICES 
EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 
SCHEDULING/CARD PRODUCTION PROCESSING 
FD258 FINGERPRINT TRACKING INQUIRY 

ENTER SELECTION: 7 

(WELCOME TO THE CLAIMS MAINFRAME SYSTEM, PLEASE MAKE A SELECTION, 

PF8 

LOGOFF 
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12/15/2005 

08:57 

NRC7208A 


HUM OVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5. 2. 8 Inquiry Screen, searching with a Receipt Number 
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UPDRTE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 
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(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


USER ID: 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


A NUMBER: A 


REFERENCE NO. 


PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 


NIIMOVR 


On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2 9 Searching CLAIMS using a Name and Date of Birth 
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1. RECEIPT 
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CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 
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02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
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4. A NUMBER: A 

5. REFERENCE NO. : 

6. PETITIONER 
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(FIRST) : 
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CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
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NUM OVR 



You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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■ OVR : : 


If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” For example, if you type “3”, the detailed information relating to receipt number 
SRC0710351687 will be displayed. 
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5.2.10 Searching with the A-Numher 
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1. RECEIPT 


2. USER ID: 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


5. REFERENCE NO. 

6. PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
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, : .v. 

.v.-.v. 


.V.V. 

NUM OVR 



You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner ’s Name 
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You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


(b)(7)(e) 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 
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The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: IBS1) 
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The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 


receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff. 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 




Sfj Ble Edit Session Transfer Program Options Window Help 


iMii 

: — J iff 1 




fS ml 


/'JL; 

m 


m 

m 


ll 




FSXH I PT1 

MODE: L 
FORM : I] 
PRRT 2: R 
REF NBR : 
PETITNER: TE 
RTTN : 
STREET: 
STRTE: VI 
DOB: 

EMPLOYER: TE 
CONSLRT : 

NBR. BEN F : 
STRTUS/RCTIC 


CLRIHS HRINFRRME SYSTEM 
PETITION UPDRTE PROCESSING 

L 

1129 RECEIPT NBR: ERC0308652 2 91 
R PRRT 3: R RECEIVED DRTE : 01/21/2003 
RPPERLED FORM: RS 


02/02/2006 
08:37 
NRC7208R 
OWNED BY: ERC 

REMOTE TO: 


RPPERLED FORM : RSSOC RCPT NBR: 

TEST TEST TEST 

PRE CERT? 

CITY: ENOSBURG FRLLS 

VT PROVINCE: CNTRY : ZIP/POSTRL: 05450 

COB: SOC SEC NBR: R-NBR : 

TEST TRX ID: 

POE: CLRSS : PREFERENCE: 1B1 

1 COR: 

HON: PRB PREMIUM PROCESSING CLOCK STOPPED 


PRIORITY DRTE: 


DRTE VR LID FROM : 00000000 TO: 


PF1 PF2 PF3 PF4 PF5 PF6 PF7 PF8 PF9 PF10 PF11 
BEN F Cl INQ CRNCEL PRV MEN ERD MRIN MEN CODES LOGOFF REMIT REPR HIST 
3270 


NIIMOVR 


On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide 
link below the Warning. 
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5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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6. CREATING THE CASE 
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On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter” and Sequence 2 is usually “Request Supporting Documents.” There will be 
a date and time in the right column. 
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Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6.1 REQUESTER INFORMATION 
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6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 Do not use all capital letters in names. 

6. 1 . 1 .2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1 . 1 .3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 
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6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attomey/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

6. 1 . 1 . 5 Do not hyphenate names. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for a clear copy. 

6. 1.1.7 Add a period after the middle initial. 

6. 1.1. 8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, e nt e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1.1. 9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother’s and father’s last names, if provided. If you 
are unsure, contact a supervisor. 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of 
the requester in Section 2, “ Requester Information .” Never use the address on the 
envelope, or Form G-28 or letterhead unless the requester did not use Form G-639 or 
unless Section 2 of Form G-639 is illegible. If the address on the G-639 is a foreign 
consulate office, or is a congressional office, you may use the address listed on the G-28, 
or other documents in the request, such as an envelope. If you can find no other address, 
insert a case note and send the case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6.1.1.11 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 
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6. 1 . 1 . 12 Do not use special characters, such as “&” and “#” in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), 
=,+, [,], {, }A<, >, or/. 

6. 1 . 1 . 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1.1. 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief. 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6. 1 . 1 . 17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You must 
complete these fields to ensure proper delivery. Before pending this case for any further 
action, please check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 
Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 
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U.S. Virgin Islands 
Wake Island 
Micronesia 


A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 

6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Form. To 
search for an existing requester, click in one of the available fields in the Requester Search Form 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough information, click Search to locate requesters with matching 
information. 



If you get any matches to your search, you will see a screen that looks like this: 
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(b)(6) 




is-earcti Requester 

Requester Semester Requester 

First Middle 

Last Maine 

Name Name 


A .Bernhard 

Sauerbrate 

A Jones Mar*’ 

Sauerwen 

A Todd 

Scott 

A u Milton lav 

Sheppard 

5 A, Bonnie 
,;a-+ 

Simracns 

!; A .Tttrnny 

Simpson 

liTatal iterate) round '5 c 

f 5} 



If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 


| Search Requester 


pi Requester RequestefRequester 1 

First Middle Last Name 

Name Name 

l A. Bernhard 

Sauerbraten 

i Lrl" Ifl-noc M nru 

Sauerwen 

jj a ‘ : Assign this requester to case 

.TOW 

Scott 

A, Milton lav 

taV 

Sheppard: 

A 5 Bonnie 

Simmons 

1 A, Timmv 

aV 

jjldtal item(s) found: (6 of 

Simpson 

6) 

ii >•** ::::: Page 1 of 1 



Cancel 


And it will populate the requester information like this: 
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(b)(6) 


Processing: 


Office SAL vi BAL20 1000075 1REQ Status 

Request Case Creator cctestb 

! Web Entry 

Received: Scanned Created 

: ^ iVVTAUA 03/04/2010 

Perfected Final Action Closed 

Final Reply Due 


rTRtafrraaiicm- 
Bernhard Sauer hr a ten 


Edit Requester 


£ 


Change Requester 
Copy to Subject 

^ 
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6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 



When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 


First Name Middie f&itie Last i'isme 


address 1 



Postal Code 

: : :1 Foreign 
Province 


1 Smifer Grogan Highway 


•Santa-Rcsita 
: California 
4 5 


Country : 

Phone Number : :g$7) 554-32 10 

: cjlecdpercjrt^earthrer.cc'.m 
Frequent Reausster .v M -- s 

tiave] ^Cancel j 


6.2 SUBJECT INFORMATION 

After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 
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(b)(6) 


Requester Infro maifan 


C G Culpep&er 


Edit Requester 
Change Requester 
ycpytoS.h;^ 


Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 


(b)(6) 


Subject I nf a rm ation 

First Middle Last 


• Melville 


v.rump 


A-Nu : mbe^ 

Topic: 


6.2.1 Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

6.2.2 Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject. Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.1 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 
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6 . 2 . 2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

6.2.2.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary’s A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

6 . 2 . 3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 

6 . 2 . 3.2 Enter the receipt number with no dashes or spaces. This format assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffing Sheet Guide for more guidance. 

6 . 3 . 2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


6.3 CASE SPECIFICATIONS 
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6.3.1 Track 



6.3.1.1 Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents. The 
requester may write back later responding that they need the whole file, and a 
FOIA/PA Assistant working in Records Locator queue can change it to Track 2 at 
that time. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6 . 3 . 1 . 3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6 . 3 . 1 . 3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6 . 3 . 1 . 3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3. After you verify that the case is open, you may simply click “Send to 
Research” and you are finished with the case. 

6 . 3 . 1 . 3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to ‘‘Expedited 
Treatment” in this guide. 

6 . 3 . 1 . 3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6 . 3 . 1 . 3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6 . 3 . 1 . 3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 

0:\Foia\ F QIA^ L IBRARY\Case ^ Create^References\ Ca seCreate^Template ^L etters 

6 . 3 . 1 . 3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 
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6 . 3 . 1 . 3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6 . 3 . 1 . 3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” at 
the top of the file request. 

6 . 3 . 1 . 3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 


6.3.2 


Type 

Type : 


Privacy Act Request h 
i Referral FOIA Request 
| Referral Privacy Act 
| Privacy Ad Amendment 
Referral PA Amendment 


Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 


6.3.3 


Source 


Source * 


M 


Attorney' 
Commercial 
Education/Scientific 
F ore i g n Gove rn merit 
News Media 
Others 



White Ho uss/Corq ressiona! 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 
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• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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6.3.4 Category 


! Alien File 

j Align f ile? 

: Appeals 
I Asylum 
: Child Support 
:Cih2€nshsp National Rgvfe*: 
i Consultation 
i Contract 
Debts Owed 
iiOuai Cihatcship 
Family History 
iHaitlan Refugee toniigraho: 
I Handbooks, Manuals 
: Inhen canee 
I Internal Audit 
I |n v as hga bo ns 
I Legal Immigration & Family 
iligalliatlon/Admlf'i Appeal 
! Medical History 
: ugk Addresses 
; Nicaraguan R Central Arne* 

• Non v a u Fde Ida t e n el 
(other 
I Pensions 
I Personnel 

i Proof of Naturalization 
: Referral 

(sfr. cases at nrc 
I Spec ial Inheres f Croup 

vxwxvxvxw-e:<«^ 




l Waste, Fraud, Abuse 


There are 30 different categories of requests. However, the most commonly used 
ones are: 

6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 195 1 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 195 1 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 
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6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section “What track is my case? ” that follows.) 

6.3.4.3 Personnel - The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC, FOIASIG . Click “Reassign Office.” Send the case to Unit 
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Chief. A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly. If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC. FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1 , 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 

The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, create it as OTHER then 
do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an 
acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a 
possible Genealogy 

d. Send an email to the designated person who handles genealogy 
cases (currently Donna Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a 
genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case 
Create to send an acknowledgment letter and staff for records. 
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If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 


6.3.5 


Bureau 


Bureau 


CIS -V: 


lliipl 

ICE 


The three possible selections for Bureau are: 


ICE - Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 


CIS - Used for all other categories. This is the default in FIPS. 


CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods Note; If request is for entry/exit information and the 
requester/subiect provided an alien number, request the file. 


6. 3. 6 Is there a request for expedited treatment? 

Exp edited I N ot Req u ested j| 

I Requested I 

I Granted j 

j Denied i 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 
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or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

6.3.6.1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case. You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new information, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 

6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor’s decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed , either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation. If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases. 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
“Denied” in the drop-down box, create the Expedited Denial Letter, and then create the 
case as normal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select “Requested” and send the request to Unit Chief. E- 
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select “Granted” in the 
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Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

6.3.6.5 If you have made a determination to deny, or if the supervisor has indicated 
denial, you must select “Denied” in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 


mfflk discus 

ttem Case 

f srsfc 

Search Pji OmXvau Cases 

tSteTUS : : : 

mi Started 

■Create Mdfcaei Cases 

Net Storied 

OeMe ?’:$£ fcgquegt 


letter 

Net Storied 
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Net Storied 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 

|| 1 1 j £f'f j§| . Processing 

: Successfully generated letter Expedited Treatment FOIA Denial, 

Click on OK to continue, 

iSjcl 

if 


A dialog box will pop up. Select “Save”: 
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A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 


6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then change the 
Expedited drop-down box to “Not Requested” before you send the case to Up-front 
Approver . Because we are not generating a letter regarding expedited treatment denial or 
grant, and because it would cause erroneous reporting of Expedited Treatment Requests, 
you must change it to “Not Requested.” 
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6.3.7 


Is there a request for fee waiver? 


Fee Waived mt guested 


; Rsq uested 
! Granted 
i Denied 




The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 


A requester must meet two requirements in order for USCIS to grant a fee waiver: 


1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and Fee Waivers.” 


Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. You may determine to deny based upon the two 
criteria listed above. If you do so, you must select “Denied” in the Fee Waiver drop- 
down box on the FIPS worksheet. Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 


6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

0:\Foia\FOIA ii LI BRARY\Case i ii C reate iii References\Case ii Create iii T emplate iii Letters\Fee^ 
Waiver( denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 

6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” before you send the case to Up-front Approver . 
Because we are not generating a letter regarding Fee Waiver denial or grant, and because 
it would cause erroneous reporting of Fee Waiver Requests, you must change it to “Not 
Requested.” 


6.3.8 Print to CD 

E Print To CD 

ID PA Cited 



j In Litigation 
ID In Circular Search 
U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING “PRINT TO CD” 

6.3.8. 1 Check the “Print to CD box” on all new case creates, unless the mailing 
address of requester is to a correctional facility or unless the requester specified paper 
in the initial request letter (for requesters who are attorneys, the default is Print to 
CD). 

6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with “This office will 
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be providing your records on a Compact Disc (CD)” 

6 . 3 . 8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6 . 3 . 8.5 If a requester specifically asks for their records on paper, do not check “Print 
to CD” box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing 
the responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a Compact 
Disc (CD)” 


6. 3. 9 Is this a delinquent requester? 

□ Pri nt To CD 

□ PA cited 

n 

L j In Litigation ^ 

HI In Circular S earch: 

J Delinquent] 


The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan IXiUMQUS 

123 Dtwe 

Lees Summit MO 64036 


A 


(816; 555-5555 

sag vahoo.com fcc ' 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 




Sage Morgan 

123 Drive 

Lees Summit MO 640S6 



(SIS) 555-5555 
sagely ahue.com C “°P yrtc ’ 


78 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1393 




The query results appear in a separate window. 


Query Results 



If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6 . 3 . 9.1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

6 . 3 . 9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 


Contents iJ21S:!fe:x Discussions Case Actions 

iCreate , Casg Not Started: 

SearcHyjir Duplicate Cases Not Started: 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 

If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


L Records locator Cas-e Prtxessw *!(.:; :.Cas* approver ij Unit Chief || Up4ront Approver Ifpeiid: :• Reas sign Office Send tc. Research j; Delete f jy] Open 


Before you move to another part of the case create process, click: 


Save 




6.4 SEARCH FOR DUPLICATE CASES 

Just before you create the case, you should look for duplicates. Duplicate cases are cases in 
which the request was submitted multiple times to the Service, or was inadvertently scanned into 
FIPS multiple times, or are cases that we previously processed. 

Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
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receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 

This does not include instances in which the requester has faxed the request and then mailed it. 
If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Clos e this 
cas e as ER (cr e at e d in e rror). Do not create such a case. Click “Send to Research.” That case 
will go to the research queue and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the requester did not provide an alien number, you may search 
by the subject’s last name and first name, or even by the requester’s last name and first name. 
You may use a percent sign (%) as a wild-card for these searches. For example, if the 
requester’s name is Jaime Vazquez, but you see he also has spelled his name Vasquez - you can 
search by Subject Last Name “Va%” and Subject First Name “Jaime.” 
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Sid>jftC& fbdbte N$t& :Y.*7 * 

A-NumfcGO,. .-. ,. / 

VbjMCj 


: : 5i}fc:<r^£ : : 


C<ttK&ri& i:|:ISII§::x CjsiPSfiMJOS. Cjss* ^fercs Hsf&rj? 


■■■:«»»!»■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■■: 
Cf>5ctS: CSSS 

Search for Ca.sss. 


x -^a^s x - xx: - x - x - xx: ' x - xx 

Not started 

Not Started '** i * K ^^ 


Click here 


;• Stocprtfs cpcstor j: C-Ss* P<pC€$S*r § C3$«S Apg:&v«r jj C:ok chrat j: Up -frcct <j ; P*f«5 s| ; R< 

P$<3£ 2 of 2 s>SJ% Vfew»’;g V«reio:*:: 1 


Ordinarily, you will get a blank result. 


Processing 


Control ScannedRequesfers Ftegn^steCs Last first Middle Topic A Status Category final In 
Number Last Name First Name Name Name Name Number Action Litigation 


Search Complex 


E^JC 


Search Again 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 


..J* : .$ C&C 38G J'SCfrtK? 


Cotttarf StoMunH} Uwc A Nuitsfeer 

Ust Name fet Name Name Name 

I &?&:&& m i&taefM- i.aura C:*A.v ; ;: *;• C;.;.K n: ?:•.,• 


. .r^-H I L.. ri *iU : : f ...J 


Ow&m CteCUSSlOrtS c< 5 $V Actor* 


C r $ -M. Casa Wet Started 

£ 0 v £*$*.& Not Storttfd 


; F yi>>? | ^ C a v Q ■ ■ ■ ■ jf At>pycv' er ■ ■ i jj _ Lfcft C feo; j j , ■ ■ a pprove r _ j ; Psud i f 

jMfli: V^;r:gva:^; J : 


If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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M cm:M} Homs 


ftPS v?.QTu 



w«'k Qi. 



Inf 









Last 

fH |e, NRC20100B8504 3/28/2GIO S:80;0S ?m 

, 151 , 

I ' ' C<m$, Jets; j i $$ arch Again j 


By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 




BPS Vv, 0 T “ Work 


Lmi Hmw 



then be ready for your next case. 


If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

3 . The requester is the same, and 

4. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Inst e ad, clos e this cas e as ER (cr e at e d in e rror ) Do not 
click “Create Case.” Click “Send to Research.” 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 

Contents . || Discussions Case Actions :$£ 


Task 

mm mmm 

•Search For Duoiicate Cases: 

Not Started 

Create Additional: Cases 'Q 

Not Started 

Create File Request 

Not Started 

Ac km wle d cement L etter 

Not Sta rted 

Final Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

N ot Sta rted 

Vaughn Index Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 
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The Search Results screen lists any FIPS cases that match the selected criteria. 

To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 

(b)(6) 

Name Name 

T so pi st a 

Un Sook 

Rick 
Rick 

RoxAnne 
v r i ki fiae 


Search Complete j I Search Again j 


A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Copied 1 documents without redactions. 


Case info : 


Last Name First Name 



/S /2002 6 : 00:00 AM 

Johnson Esq Laurence 

Naiubvvaraa 

0/31/2002 6:00:00 AM Steel Esq 

Richard 

Shin 

/3/2010- 1:34:12 PM 

Site! 

3am : 

Site! 

i/3/2010 1:34:12 PM 

Sitef 

Sam: 

Site! 

i/4/2010 1:22:47 PM 

Site! 

3am : 

Site! 

i/6/20 JO 3:02:43 PM 

Richards 

Tim 

Richards 


The responsive records now appear in the Contents List of the new case: 


Tasks 


Discussions 


Case Actions 


Document Type ^*< 4 . Pages Status Resp ttfil't 


rj Responsive Eecofsfe k 2 1 % 

ip] Request Letter ^ 1 1 


Scanned 


w* 

Wm 

Mint! 

: mmmmrnmpm 


7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than your self)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 


7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No .consent js.necesi2^ .from .the M 
person judicially determined to be incompetent, however the parent/guardian must provide his or 
her own verification o f i dentity that i s notarized or signed under penal t y of perjury [6 C.F.R. § 

5 .21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

If the requester did not provide all four required pieces of information, you must send for 
additional requester documentation. A requester who provides full name, current address and 
alien number only has not provided sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
perjury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-361, Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of perjury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or permitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
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writing of the person making the same (other than a deposition, or an oath of office, or an oath 
required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that the foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent and/or 
verification of identity using the Track 1, Track 2 or Track 3 Ack Letter Requester Docs located 
at : O'. FoidFOIA LIBRARY\Cas e Crea t e Refer ences'Case Creat e T em p la te Lette r s or the 
form “Requester Documentation Attachment” located at: 

0:FoiaF()lAJ J BRARY\CaseCreateJ(eferences\Case_Create_TemplaieJ .etters 
'Requester Docs A ttachment (4). Check the first box on the document. 


7.3 Reasonable Description of Records being Sought: 

If the requester provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request a file if there is only one match and there is no 
other indicator that it may not be the correct subject of record. 

You may possibly find multiple matches, or you may find no matches at all. In a situation like 
this, we do not have a reasonable description of the records the requester wants. We will have to 
send for additional requester documentation, specifically: 

■ Alien Number (if known) 

■ Application/Petition Receipt Number (if known) 

Additionally, we may ask for items of information such as mother’s and father’s names. The 
requester is not required by law or regulation to provide that information, but if the requester 
does not, we may be unable to locate a responsive record. 
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Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the fde request. In the 
“Contents” tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/PA Assistant working in Records 
Locator queue will request the file. The processor will use the requested information to verify 
the release of the correct records. 

Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not request a file. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Cent® nts Discussions Case Adriens Nistor 


• Cear-ch -For- Duplicate- Gases' 
Create Additional Cases 

Ac? nc-;-vfg'd'-i ff-p.cnt Letted 
Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
interest Letter 
Expedited Denial Letter 


Mot Started 

Not Started 
Mot Started 
Not Started 
Mot Started 
Not Started 
Mot Started 
Mot Started 


Records Locator ji Case Processor ; $ 


e Approver ijnit Chief ji Lip-front Approve'- ji Per.d | Reason Office ji; ;Ss 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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FIPS v7.0 Training buiid 06 v work Queries v Actions 

Processing Fes Information 

iil&^ : ' : : ' : ' x : ' : : ' : : 

Fes Estimate ; ; £3 Other Requester Documentation 

Prepayment Required: j j 


Stan: 


Other Requester Documentation 


Li Advance Payment Returned 
Li Add Lost File Paragraph 
□ Add Track 3 Denial Paragraph 


IMi-ana? Options 

No options found. 


} Cancel J 


We then click on “Generate Letter.” Our only option at that point is to click OK: 

'Ll" #’? i Ca$e36Q Home 

FIPS v7,9 Training build 06 c Work Queries •< Actions. Stan da Ions Search 

Processing Fee Information 

Successfully generated letter A ckno wied cement Letter-FOIA. 

:! Click on OK to continue. 

Ill 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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My Recent 
Documents 


Desktop 


My Documents 


My Computer 


: □ mlporter 

▼ 1 •» Ei ef 

A; .java 

£; Global 360_updown_version 

^Application Date 

: #|NRC20 100005 1 1_6_REFERRAL 

US Desktop 

=t?NRC20 100005 1 1_7_FA_PD 

A:?' Favorites 

ilNRC20 1000080 2_3_ONE_P AGE 

□LDClient 

ijNRC20 10000802_6_AK_FOIA 

/.../Local Settings 

1jNRC20 10000804_3_FA_RF 

□My Documents 

: -ijNRC2010000804_4_REFERRAL_AGENCY 

:;A;My Recent Documents 

$:NRC2010000806_3_STAFFING_PDF_ICE 

/□NetHood 

□ NTUSER 

•□Oracle Jar Cache 

•' / ntuser.dat 

□jPrintHood 


□SendTo 


//□Start Menu 


/□Templates 


© eistream upload 



My Network 
Places 


File name- 
Save as type: \ All files 


Save 


Cancel 


The acknowledgment letter will pop up: 
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US. of Eftuncta jirf fowurity 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


US. Citizenship 
and Immigration 
Services 


NRC2010000806 


December 3, 2010 


T"r' : .: - ^ce C-s 


S nil Francisco, CA 


Dear 7.A ■■:/■ Uv Y 


We received your request foi information relating to Chi is P Bac on on Decembei 02, 2010 

Your request is being handled under the provisions of the Freedom of Moimation Act (5 US C § 552). 

It lias been assigned the following control number: NRC2 0 1 0000 $06 Please cite this number in all future 
correspondence about your request 

We respond to requests on a first-in, fust- out basis and on a multi-track system. Your request has been 
, placed m the complex track (Track 2) You may wish to narrow- your request to a specific document in 
ol der to be eligible for the faster tr ack To do so, please send a written request, identifying the specific 
document sought, to the addiess above. We will notify you if youi request is placed in the simple track. 

In accordance with Department of Homeland Security Regulations (6 C F.R. § 5.3(c)). your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
charged for searching for records sought at the respective clerical, professional, and or managerial rates of 
$4.00/$7.CKk$10 25 per quarter hour, and for duplication of copies at the rate of $.10 per copy. The fu st 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14,00 before we will char ge you any fees. Most requests do not requir e any 
fees, however , if fees in excess of $25.00 are required. we will notify you beforehand 

Tins office will be providing your records on a Compact Disc (CD) for use on youi personal computer, 
ji The CD is readable on all computers through the use of Adobe Acrobat software. Aversion of Adobe 

;< ,4 I % !'rtl>'9t will 111* 1 nYi4lli'1i*<l ftii tllf m Vfillt ) i»j iirilc' i 'll! 1>I* V Iin Vitlii' A mi VI 1 ti 1 (' C i' i <> Ml in d i Si' !>** 

qp .y. 




Sec 1 1/2 ; At 4.7" : Ln 27 Col 35 


; Page 1 


English (J S 


93 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOI A Officer 

Updated on 7/18/2011 


1408 



■'i 10^! i h-^^^iiiiiiiii!^§^S B^fm^at :3jd»©{s T^ffcte &3ndGW yelp ::::::::::: / -- -. :■ :■-- :: : ’ •: - : : ▼ X 

p .f ft i . EEI . t. t- A. ril; 100% 


I;:: A: Normal 

VItV 


r: Times New Roman 

1 ... i ... 2 


. 11 


8 / ?| ji^H M 

3 1 ■ ■ i ■ 1 1 4 1 ' ■ 


£^ ::;: V : ’ :: 


s= m 


All requested information is cheeked below 


HI Consent. It appeals that you are requesting records about another individual. If that is the case, 
please submit either: (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) proof that that mdivnlual is deceased, e g a copy of a death certificate or an 
obituary. See 6 CFR §5,3 (a), 

|| Verification of Identify It appears that you are i equesting records about another individual If 
that is the case, along with the consent requested above , please submit a statement prepared by that 
individual, in which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of per jury as a substitute foi notarization. 6 CFR §§ 5.3(a) and 5.21(d). 

§| Verification of Identify: It appears that you are requesting records about yourself If that is die 
case, please verify your identity by submitting a statement containing yoiu full name, cm rent address, 
date of birth, and place of birth. Tins statement must be signed and the signature must erthej be notarized 
or submitted by you under 28 TJSC §1746, a law that permits statements to be made under penalty of 
perjury as a substitute for notarization 6 CFR §§ 5 3(a) and 5 .21(d) 

M Description of Recor ds Sought* We have determined dint your request does not reasonably 
describe the lecords drat aie being sought Please provide the following additional information. 

® Subject s Alien Number 

1 Sub jeef s App lie ation P e tition Re c e ipt Numb er 

H: Name o f Sub j e cf s P arents 

§§: Other Names Used by Subject 

M Other: Name of the person who filed the petition for you, when it was filed, other 
information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the r equester. Please include the NRO number listed above on all correspondence w ith this office. 
Requests may be mailed to the FOIA PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-578 5, You may also submit FOIA PA related requests to our e-mail address at 

us c is fo ia (tv dhs eov. 


■* «SJ ; 


Page 3 Sec 2 3/3 At 8.6" Ln 47 Col 52 Vb:: n : :::b 


A a J 


English (U S. 


The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add information after the “Other” checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of information you 
need: 
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Not checked 


Checked! 


Bookmark 


ivj check box enabled 
F] Calculate on exit 


Cancel 


The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 



Case Acti 

mm 

History 
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Editing 
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4 
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8:23:17 AM 

H Staffing Letter - ICE PDF 

3 


Editing 
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: HI Request Supporting Documents 

2 

4 

Scanned 



11/5/20 U 

8:32:47 AM 

Request Letter 

1 

2 

Scanned 



11/5/201: 

8:32:45 AM 


{ Records Locator |j Case Processor )i Case Approver i[ Unit Chief | Lip-front App rev er f Pend | Reassign Om: 


Click “Open”: 
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Documents 
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Desktop 


My Computer 


My Network 
Places 


ii&s .java 

^Application Data 
jo Desktop 
i# Favorites 
i&iLDClient 
U:: Local Settings 

:fj Global360_updown_version 
®NRC20 100005 1 1_6_REFERRAL 
|iNPC20 100005 1 1_7_FA_PD 
11NRC20 10000B0 2_3_ONE_PAGE 
HNRC20 1000030 2_6_AK_FOIA 
I/NRC20 10000804_3_FA_RF 

I^My Documents 

DNRC20 10000804_4_REFERRAL. 

.AGENCY 

|&My Recent Documents 
&$NetHood 
Oracle Jar Cache 
oPrintHood 
joSencfTo 
ilS: Start Menu 
^Templates 

® NRC20 10000306_3_STAFFING_ 
®NRC20 10000806_6_AK_FOIA 
XfNTUSER 
U ntuser.dat 

PDFJCE 

if; eistreamupload 



Filename: 

■HBH - 

Open \ 

Files of type: \ All files 

▼ : 

Cancel \ 


Open as read-only 


You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, you send the case to “Pend.” 




Case 
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Requester 


12/3/2010 10:40:40 AM 

1 
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Editing 
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1 
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Inactive 
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Pending 
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Staffing Response 
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Pending 
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Editing 
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Request Supporting Documents 
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4 
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11/5/2040 3: 32 >47 AM 

m 

Request Letter 
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2 

Scanned 



11/5/2010 Si 32 >4 5 AM: 


Click 


Records t-wsator Ij Case Processor | Cssg Approver [| Unit Chief I j Oo-frent ftpacovef |j Pend ; f""ite38S^'offcg ;j Send 


When the requester provides the additional information, A FOIA/PA Assistant working in 
Records Locator queue will request the records. 
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7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verify ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. 

Third party requesters are entitled to any public documents that may be in the file they are 
seeking, as well as documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and 
says in her request letter that she does not know where he is or says she cannot get his consent, 
do not send a request back to her for her husband’s consent. In a situation like this, simply 
request the file and put a Discussion in FIPS that it is a third party request without consent. In 
the above example, if she did not specifically say she cannot get his consent or that she does not 
know where he is, do not request the file. In a situation like this, send a request for consent and 
pend the case for requester documentation. 


7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 


97 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1412 



8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
( NR C , FIPSPROBLE M) , or in other situations to the MSB mailbox (NRC , NRC F OIAMSB ) . 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 
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8.3 REQUESTS: Routine use, no consent required, not FOIA 


USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 


8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 
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OA room will mail the request to the following address: 


Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 

800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only , follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 
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Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


8.7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
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PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 


[ R^rcrds Locator j[ Case Processor ij 7 Lase Ap pro yv&r • JLkirt: J:^.Up-frcn£ ftp prey er / j! Pend. j|; x . N . jjv . v . -Se nd t o. Ke sga rdfr v . J j De tete- i Jv /Upg.YreA 


Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 


8.9 REQUESTS: Official Personnel File 

You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 

You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 


8.12 REQUESTS: Return of original documents 
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Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


8.13 REQUESTS: Privacy Act Amendment 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 

4. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 
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8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 


8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 
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Select “Print.” FIPS will then print out all the pages of the request. Get those pages and take 
them to the designated appeals POC (Currently Beth Stokes). After you are sure the pages 
printed correctly and you have control of those pages, click “Delete.” This is possibly the only 
time you ever click “Delete.” 
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8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 
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8.18 SITUATION: Subpoena or court order 


If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC. FOIA PROGRAM; McDaniel. Marcia M (clicking 
the link generates the e-mail) providing the REQ number and information indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests. 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 


8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled C as e S pecifications , Ca t egory 4 ( Ot her). 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 
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8.20 SITUATION: Certification of record for dual Italian citizenship 


If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program. Refer to the section entitled 
Cas e S p ec i fications, Categ o ry 4 ( O ther). 

If the requester’s relative is deceased, he or she must submit the request to th e USCIS 
Genea l ogy Pr ogram . The web address for more information and instructions for submitting 
their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in order to 
apply for dual Italian citizenship. According to information obtained from the Italian Embassy in 
Washington, D.C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that we release as part of this FOIA request will serve that purpose. 


8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 
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NOTE: You may find the complete list of criteria in Section 3, “Category of request” in the sub- 
paragraph “GEN. ” 


Mr. Crab meets one prong of the criteria for genealogy because he was bom long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. If NFTS shows that the a-number has been retired to NARA, it means we 
have turned the records over to NARA permanently. The requester will have to send a request to 
NARA. Please select FINAL ACTION OPTIONS when creating the Acknowledgement Letter, 
select NA and replace the normal Acknowledgement Letter with the NARA Historical Record 
Letter located at 

0:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters/Historical_ 

RecordLet ter. 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), request the file. 


8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 
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9. REFERRAL AND REDIRECTION 


9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIP S will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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File name: 


Save as type: 




jiAII files 


Save 


Cancel 


You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 
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Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.” 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
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another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection. Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry /exit information and the request er/subject provided an alien 
number, request the fde. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 


9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 
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9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC, FOIASIG . After that, send the case to 
Unit Chief. 


9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See En t ry/Exit CBP information above. 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 


11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A- number provided on the request (with example sta ffing ) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents’ names) to 
complete the case create. If any of the required elements are missing, request the additional 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 
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12.1.1.2 Submit your location 
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12.1.1.3 Select “Inquiry” 
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12.1.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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12.1.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.1.1.6 


“Blued in” information 


• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

12.1.1.7 The FOIA Operations Division Intranet Page 


Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the FCO List, which also has the RPC Reference Guide. 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That’s important for staffing. 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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12.1.1.10 Figuring out a Staffing Scenario 


The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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12.1.1.11 Generate the file request 

Go to the “Tasks” tab and click on “Create File Request.’ 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. 
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12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.1.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
(Check Out).” 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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SUBJEC T Freedom of Information /Privacy Act Request NRC'2010000S06 
Alien # 012345678 
Subject Name Chris P Bacon 

The attached FOIA PA request is forwarded to your office for action Due to the subject matter, there is a 

high probability your office will have records responsive to the request 

• Please conduct a thorough search for all responsive records physically in, and within the functional 
purview of your office. 

• Send a copy of all r esponsive documents to the FOIA office in then- entirety. DO NOT MAKE 
REDACTIONS* 

• Bracket any documents 01 portions thereof that you believe should be withheld. Please include a brief 
explanation for your action. Tiro FOIA Staff will not release those items so indicated without 
further discussion with you* 

Should you need other assistance 01 believe this request should be staffed to another office, please 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 


Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.1.1.15 Save changes and check it back in 
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Filename: 
Files of type: 


Open 


/All files 

f Open as read-only 


Cancel 


After this, send the case to “Pend.” 


12.1.2 Two or more A-numbers 

Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 

“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S: -Record ()ps\Fi/es 
to Comolidate . xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-fdes/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Staj^ngSc for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON : FOIA.HBGfi]ejequest. Do not request DIG T-files at HBG with RPC codes XX, XY, 
ZG, ZY , o r ZZ . Refer to the Staffing Sheet Guide for the most current information. 


12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF ACS/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T-files. 
MSB will know the file is digitized because you have staffed using an RDF file request. This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 


NRC.” 


12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 


Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED IND:” 


If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 


2B r : f003D,WSI> 


£fe Edit Session I fdnsfer Program chitons Winder Help 


: - JOi x] 



u 

TO 



m 

m 


ii 


fssasj: 

Imif 

/2L 

mm 

mm 

mm 


& 


f in fid 

COMMAND 



IMMIGRATION RND NATURALIZATION SERVICE 
CIS - FILE TRANSFER DISPLfiY (FTD) 

83/30/05 
89: 15:36 


M: 0<*:L7 


NRB1E : 


, GLORIA 


DOB : 040919 


PREVIOUS FCO 
CURRENT FCO 
REQUEST FCO 


NRC 

SND 

SND 


FILE LOCATED IND: N (NOT FOUND) 


t? 


DATE FTR 
DATE FTI 
DRTE FTC 


04122002 (M DDYYYY) 

04152O02 

04162002 


PERSON / ftCTION : CHU/BP 


FCO CREATING SUBFILE: 
SUB FILE CRERTION IND: 


RCCESSION NUMBER: 0O00 
INS BOX NUMBER : 


REQUEST NUMBER 
2ND REQUEST DATE 
3RD REQUEST DfiTE 


YOU MAY REQUEST fi DISPLfiY OF ANOTHER fl-FILE BY KEYING A DIFFERENT A NUMBER. 
CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 

3270 


When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: file request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 
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CIRCULAR SPECIAL LOST FILE SEARCH REQUEST 
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Alien Number. 091712345 Subject: Gloria Diaz Hernandez 
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The attached F 01 A/P A request is forwarded to your office for action. As a result of the attached system search, we 
request that you conduct a circular / special / lost file search for the subject records. 

Please certify by your signature and date that the lost / missing / not found record has been placed on the circular / 
special / lost file search list and its location is actively being sought or that the file has been found This file: 

is on the circular / special / lost file search list, 

_ is attached 
could not be located 


Printed Name 
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FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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Dear Dennis T office 
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We received yoiu request for information relating to Glenn Diaz Hernandez on December 06, 2010 

Yam request is being handled under the provisions of the Freedom of Lifoi motion Act (5 U.S.C J 552) 

It has been assigned the following control number NRC21U0000S0S. Please cite tliis number in all future 
ton respondent about your request. 

We respond to requests oil a fiist-in, first- out basis and on a multi-track system Your lequest has been 
placed in the complex track (Track 2t You may wish to narrow youi request to a specific document m 
oi dei to be eligible for the faster track. To do so, please send a written request, identifying the specific 
document sought, to the address above. We will notify you if your request is placed m the simple tr ack. 

Li accoi dance with Department of Homeland Security Regulations [6 C.FR. § 5.3(c)), yom' request is 
deemed to constitute an agreement to pay any fees that maybe chargeable up to $25 ,00. Fees may be 
char ged for searching foi records sought at the respective clerical, professional, amfoi managerial rates of 
$4 .00; $7 00 .'$10. 2 5 per quarter horn . and for duplication of copies at the rate of $.10 per copy. The first 
10(1 copies and two hours of scotch time are not charged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees. Most requests do not require any 
fees; however, if fees in excess of $25,00 are required, we will notify you beforehand. 

Tins office will be providing vour records on a Compact Disc (CD) for use on vour personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto papei Only records 15 pages or more are eligible for CD printing To request yom 
responsive records on paper, please include your control number and write to the above address Attention 
FOIA/PA Officei , or fax them to (816) 350-5785. 

Eased on the information you provided m your request, we conducted a search of our records locator 
index system. Tins initial search indicated that the requested record is lost or missing As a result, we 
have asked the Records office to initiate a lost missing file search Tills process takes an unknown amount 
of time, therefore, we request your mid ei standing and patience. Once the file is found, we will process 
and provide it to you. If the file cannot be found, we will notify you of our findings. 

USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to yoiu request, please ensure any Social Security Numbers on 
the documents are blanked out or removed 


3 13 :i 51 v 
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m 
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When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 

12. 7.3 Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

12.7.3. 1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12.7.3.9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
PCQS, 

c. and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: A- 
file has been lost for more than 9 months and no other records 
exist. Closing as UT. Detail all systems searched as part of this 
Discussion. 

12.7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Otherwise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” create a 
Discussion with the subject “Unit Chief’ listing the date the file was staffed, the date the 
request was cancelled, and the date the file status was changed to lost. Send the case to 
Unit Chief. You’re done. 

12.7.3.4 If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” 
please move to the next step now. Othenvise, if there is a 9101 screen containing “EARM- 
X” “DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

12.7.3.5 Create a Final Action Letter and select the status UT. In the final action 
letter, after the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including screen prints 
of the electronic record.” Go to the next step. 

12.7.3.6 In the UT final action letter, attach the screen prints to the letter 
electronically (cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to Up-front Approver. You’re done, unless the case is later 
returned to you for further research. 

12.7.3.7 The Up-front Approver will review the UT letter with the inserted screen 
prints. If he or she is satisfied that a thorough search was conducted, the approver will 
forward the case to FOIA Approver. If the approver is not satisfied with the search results, 
he or she will return it to you for further research. 

12.7.3.8 The FOIA Approver will review the research and either close the case or 
return it for further action. If the case is approved, the FOIA Approver will close the case. 


147 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1462 



12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
.i.0.c!uding.NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for 
the following additional files: XXXXXXX, XXXXXXX, XXXXXXX. 
Once they are received, please review. Please also verify that the 
original a-file is still lost. If the original a-file has been consolidated in 
fact but not in the systems, please process and send your case to 
approver. Also send an e-mail to the MSB for resolution. Include both 
a-numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a-file is 
lost. Your case will close as a PD even if no redactions are made. 
Thank you. 


12.7.3. 10 Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. Any T-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.7.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

Q: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 


12.7.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. It is important that you provide as 
much information as possible on the Records Indexing file request. The name of the 
subject, year of birth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 
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Naturalization dates 


which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NO RECORDS. 


TO RECAP: If the subject has had no business with the service since 1975 or earlier, 
they may or may not have a CIS record. If they do not, then staff to records indexing. If 
the subject has had business from 1976 forward, do not staff to records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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COMMAND: 

A#:: 999099090 NAME: 
(91! 10 f: 


I MME CRATI ON AND NATURAL! Z ATI ON SERVICE 
CENTRA. INDEX SYSTEM - SEARCH MENU 


94/09/98 
09: 07: 01 

DOB:: 0:0000999: 


( A/AA/A B/ C/DA/DL /FB / F P / 1 /PR / S S / T C! 


( 02! SOUNDS- L I KE NAME 

103! EXACT NAME 

[34! AREA (ALIAS) NAME 

(05! LAPS EXACT NAME 

( 361 SOUNDS- LIKE NAME 1 TH DOB 


OTHER MENU SELECT! OHS 
1 92! DATA Dl SPLAY MENU 
; S3! ADD TRANSACTIONS MENU 
| 94! RECORD MAI NT E NANCE MENU 
I 95! FI EE TRANSFER SUBSYSTEM 


ill! MANUAL SEARCH REQUEST I MR) 

1 12) MANUAL SEARCH RESPONSE | SRI 

(15! ON-LINE A- NUMBER REPORT REQUEST 


SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EC, A1234567S9). 


CLEAR EXIT 


PE 5 HELP 


PF6 CI S 


NUM OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary /applicant (3) AND as petitioner 
( 6 )- ^ 
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^ File Edit Session Transfer Program Options Window Help 
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When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR, 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 


12.7.7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.7.8 ICE files 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 


154 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1469 





Office Section 

Acronvm 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
R DF for scanning. Those offices eithe r scan directly into FIPS for us or w e ex p ort the A- 
file from .EDMS. Therefore, if the A-file is at one of the above service centers and there 
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is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 
MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


12.7.12 Receipt files 


12.7.12.1 Do not request receipt fdes from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC7WAC, MSC/NBC o r NSC/LIN) For example, 

, are not receipt files we 

(b)(6) can request. 


12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 


If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
the box “Responsive Records” and take to person designated to scan RAFACS- 
only responsive records. Pend the case. 
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12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


12.7.13 Archived receipts 


: ^ File Edit Session Transfer Program Options Window Help 


nwS0 hsI! ii fel 





■J, 

■<* 





. ls»i> 


F5XMRPT2 




01/27/2011 

09:35 

C0W676SC 


RECEIPT NUMBER tfACv/'J ... 


HAS BEEN ARCHIVED 


TO RECEIVE AN OVERNIGHT DETAIL REPORT 
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This screenshot shows a receipt that has been archived. 


If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to request the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the U SCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
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evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 

3. You may call the NVC automated help line at 603 - 334-0700 and enter 
the receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt files; 
Lost receipt file, File destroyed or File cannot locate. . 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDJ” or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes , call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 


12.7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS (not RAF ACS/CIS) staffing slot only. The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 
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After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on “Reassign Office” 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC. FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER ” Please refer to REQUESTS: Return 
of ori g inal d oc uments. 
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You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 


Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


16. EC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Letter s\Fai lure to 
Comply_Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated letter. 
Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 


We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 

ivf \ $ Case360. Home 

FIPS v7,0 Training build 06 v work Queries Actions Standalone Search 

Processing Fee Information 

Successfully generated letter Acknowiedgement Letter-FOIA. 

/ Click on OK to continue, 

H 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 


19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 


20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned). If the fax needs to be scanned in before reviewing, the FOIA/PA Assistants can 
scan it in and notify you. They may also deliver the fax or mail if needed. 


22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 
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23.1 THE OA ROOM (NRC, FOIAOA) 

\rVYVVV¥V¥¥VVVV¥¥¥&V¥VVV¥V¥¥V¥VVV¥V¥¥VVVVV¥¥Y¥V¥V).X 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• The requester has either has a changed or new address; therefore, the records need to be 
re-printed and re-mailed to the requester. You need to state in your instructions to the 
OA room that you’ve made the changes to the address in the final action letter. Correct 
the address on the final action letter and the FIPS database. State that you’ve changed the 
address in a Discussion. 

Don’t forget to add a Discussion to the original case. 

23.2 MSB ( NRC, NRCFOIAMSB ) 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 

of the case, and specific instructions relating to the case. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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If responsive records need to be copied from one case to another 




• If records are incorrectly scanned in a case and need to be removed 

All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 


23.4 FOIA FILE REQUEST 



Send e-mails to FOIA File Request if you discover A file sitting on a shelf and it has not been 
scanned in to the case. Include the control number and the A-number in these e-mails. 


24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


25. MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


25.1 RETURNED MAIL: 

25. 1. 1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 


174 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1489 



Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on the 
“IT to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1 . Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 


175 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1490 



25. 1.3 Final Action Letters 


Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 
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a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 


25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of KOI A/PA Request) 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 

• Correspondence about delinquent payments (including checks) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 
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Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the MSB supervisor. A supervisor must review the correspondence 
and make a determination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 


25.2.2 Requester documentation /additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
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requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LIBRARY\Case Create References\Template Letters\FC Letter. 


25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
( ww w.u sci s .gov) . 

From www.uscis.gov , find the link near the bottom of the left column under “Other 
Services” marked “FOIA Reque st Statu s Ch eck.” Click there to navigate to the online 
status check page. 

The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 
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If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 

If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the “Q” button. Change the information on the 
letter that shows the status of the case, replacing it with the results from the online status 
check before you close and save. Use the latest Status Letter from 
O:\Foia\FOIA JJBRARYCasejOreate_References\C'ase_Create_Template_Letters. 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 
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26. BLANK TAPES/CD’s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. 
below. If you feel that you have a true congressional request or appeal, control the case, put the 
case in Unit Chief and e-mail your supervisor the control number. A supervisor will either send 
the case to SIG or return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


29. INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 
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1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 
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32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 

• Requester docs have been received 

• Requester writes to request the record on paper 

• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. 1 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.2 Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action on 
the case. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests and re-staffing due to age affects the 
aging reports and makes it impossible to track these pending cases properly. Please continue 
to repend these cases as necessary. 

32.5 If the A file has been scanned in and we are waiting on a T-file, review T-file staffings in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send the 
case to the processor. 

32.6 If the A-file has been scanned in, but there is an open pending slot for a T-file: Review 
“T” file history in NFTS. If the “T” file has been consolidated /combined with the A-file, 
check the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 
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32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32.7. 1 Check all offices for duplicate cases in FIPS using the alien number. 

32.7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 

32.7.3 If you find a duplicate case, make a Discussion and advise NRC, FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other documentation box. 
Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References'^ ase Create Template Letters\Requester 
Docs Attachment). Check the boxes required and pend the case for Requester Documentation. 
If the processor is asking for information that is already present in the scanned documents, put 
in a Discussion asking for clarification on what the processor is requesting. You may also 
have to point them to the slot where the information is currently contained. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PII provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create Template 
Letters\Failure to Comply Letter. Send the case to approver when you are finished. 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply letter- 
Consent. The template is located at: O:\FOIA\FOIA Library\Case Create References\Case 
Create Template Letter s\Fai lure to Comply Letter. Send the case to approver when you are 
finished. 

32.13 If a request for consent is returned but the requester says he or she is a third party 
requester (they have no relationship to the subject of the record and cannot or will not get 
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consent), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 

32. 14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request the correct file. You must 
then send an e-mail to FIPS Problem mailbox and ask that the wrong records be removed. 
Clicking the link above will automatically send a copy to the FOIA Program mailbox. 

32.14.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there are 
two cases for the requester. If not, you will need to correct the one that exists to become a 
request for the beneficiary’s information. Locate the correct records and re-staff 

32.14.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible that the 
scanning contractor has scanned the wrong file into this case. Here are the steps to follow if 
you believe this may have happened: 

32.14.3.1 Look for a pending case for the records that were scanned into 
your case. 

32.14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.14.3.3 If they have not, you’ll need to have the records moved from 
your case over to the correct case. You will have to have the slots in your 
case re-set to pending by the NRC, FIPS Problem mailbox. Clicking on 
the link will automatically send a copy to the NRC FOIA Program 
mailbox. 

32. 14.3.4 If the pending case already has records scanned in, review those 
records. 

32.14.3.4.1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 

32. 14.3 .4.2 If they are duplicates, then you do not have to do 
anything with that case. 
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32. 14.3 .4.3 You will need to have the wrong records removed 
from the staffing response and responsive records slots in your 
case. Send an e-mail to the NRC, FIPS Problem mailbox. Clicking 
on the link will automatically send a copy to the NRC FOIA 
Program mailbox. 

32. 14.3.5 If you pull a case in Records Locator queue and there is a 

Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 

32. 14.3.5. 1 The request must be over six months old before we 
send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 

32. 14.3.5.2 If the interim interest letter is returned saying the 
subject is no longer in custody and we do not have another address 
for the subject, you can close the case FC. Do not close out the 
case FC without the returned mail. 

32.14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 

32. 14 3 .6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32. 14.3.6. 1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose “RD” and select “NVC” 
from the drop-down box. Save the document and check it in. 

Send the case to Up-front Approver. 

32.14.3.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to Rece i pt files ; L os t receipt fi le . File destro y ed 
or File cannot locate . 

32. 14.3.6.3 If the receipt file has been rejected by the service, 
there are no records to retrieve. Close out as No Record, with an 
explanation of rejected receipt files. 
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33. REPENDING IN RECORDS LOCATOR QUEUE 


33. 1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF AC S/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 


33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the NRC case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffmgs for files, then 
e-mail NR C, F OI AF IL ER E Q to research and to have the file scanned in if necessary. 


34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34. 1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 
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34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 

34.3 The requester has a Track 2 case and provides the required documentation to change 
their request to a Track 3. Prepare a status letter and advise the requester that their case is 
nowin Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. 


35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC, FIPSPROBLEM mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 

- The number of pages scanned in. 

Send the case to Unit Chief/Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 

Lost File 
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36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 


Cases received in Records Locator queue that need acknowledgement letters must be re-assigned 
to a Troubleshooter in the Case Create role. Please contact a supervisor with the NRC Control 
Number and ask that the case be re-assigned to you in the Case Create role. 


37. RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 


39. IN TRANSIT FILES 


If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 


40. MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 
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41. MSB DIRECTED PROJECTS 


Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIAFax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786, 5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www.uscis.gov 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 

194 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1509 



BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Cuidad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 
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LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL- Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 
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SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI- Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV-Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 


.WW : USC]S,£0V 

Title 


Alien's Change of Address Card 
Genealogy Index Search Request 
GenealoqvRecordsRequest 

Notice of Entry of Appearance as Attorney or Representative 
Bjograph|_c Information 
Biographic Information 
Bjo.qraphiclnfor^ 


Fr.ggdpm.olJnformatio 

Verification Request (Non-SAVE agencies) 

Dpcument^yerjfica^ 

Document Verification Req uest (SAVE Agencies) 

Return of Original Documents 

Application for Replacement/lnitial Nonimmigrant Arrival-Departure Document 
Petition for a Nonimmigrant Worker 
Petition for Alien Fiance(e) 

Nonimmigrant Petition Based on Blanket L Petition 


Form Number 

AR-11 

AR-11SR 

G-1041 

G-1041A 

G-28 

G-325 

G-325A 

G-325B 

G-325C 

G-639 

G-845 

G-845 Supplement 
G-845S 
G-884 
1-102 
1-129 
I-129F 
I-129S 
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Title 


Form Number 


PgMQDJPI AHen .Relativ e 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Ap.pJicatign.for Advance Permission Jo. Return to.Unre|in^^ 

Application for Advance Permission to Enter as a Non-Immigrant 
Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppJIcationforR 

Notice of Appeal or Motion 
PPiiiiQPJPr.Amerasian^Wid 

Affidavit of Financial S up port and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Bluest toJEjtfqrc^ JjlnanHCiaU^^ 

forP.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


1-130 

1-131 

1-134 

1-140 

1-191 

1-192 

1-193 

1-212 

1-243 

I-290B 

1-360 

1-361 

1-363 

1-485 

1-485 Supplement A 
1-485 Supplement C 
1-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
IN A) 

Waiver of Rights, Priveleges, Exemptions, and Immunities I-508F 
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Title 


Form Number 




Application To Extend/Change Nonimmigrant Status 


For .persons '.seeking ,y,nonimMgfAQt. status Vyh 
status. 


Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
or Change/Adjustment to/from A, G or NATO Status 


Application for Asylum and Withholding of Removal 


Petition to Classify Orphan as anjmmediate,^ 


Application for Advance Processing of Orphan Petition 


Application for Waiver of Ground of Inadmissibility 


Application By Refugee For Waiver of Grounds of Excludability 


Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
thejmmigration andj^ation^ 


Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 


Application for Status as a Temporary Resident Under Section 245A of the Immigration 


Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 21 0 of the 
Immigration and Nationality Act 


Report of Medical Examination and Vaccination Record 


Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
Natjonality Act 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245A of Public Law 99-603) * 




1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 

1-698 

1-730 
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Title 


Form Number 


PgjMQP-AQ-Rg™ 

Application for Employment Authorization 
Application for ; Replacement of N 

Petition to Classify Convention Adoptee as an Immediate Relative 

AppJicatipnjor.Detejmmatjpn.pf 

Application for Family Unity Benefits 

Application for Temporary Protected Status 

Application for Action on an Approved Application or Petition 

Petition by Entrepreneur to Remove Conditions 

Inter-Agency Alien Witness and Informant Record 

Affidavit of Support Under Section 21 3A of the Act 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

PovMy-Q-ljldgjines 

Intending Immigrant's Affidavit of Support Exemption 
Sponsors Notjce i.olChange_pf_Add 


(Pursuant to Section 203 of Public Law 105-100 (NACARA)) 

Employment Eligibility Verification 

Application to Replace Permanent Resident Card 

Application for Authorization to Issue Certification for Health Care Workers 


1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 


1-9 

1-90 

1-905 
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Title 


Form Number 


Request^ 1-907 

Application for T Nonimmigrant Status 1-914 

PgtjtjqnforUN 1-918 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 1-929 

Ap.pJica_tiqntoFjJe__D N-300 


Request fo r a Hearing on a Decision in Naturalization Proceedin g s (Under Section 336 N-336 

of the INA) ’ - — 


MonthlyReportNa N-4 

Application for Naturalization N-400 

ReguestforCertjfjc^^ N-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJicatjon.for.RepJacement.NaJura N-565 

Application for Certificate of Citizenship N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

A DDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 
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BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 
BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 
BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 
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CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 
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DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 
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EEV 


Employment Eligibility Verification 


EFOIA Electronic Freedom of Information Act (initiative) 

ENFORCE Enforcement Case Tracking System 
EOIR Executive Office of Immigration Review 

eOPF Electronic Official Personnel Folder (eOPF) 

EPA Environmental Protection Agency 

ERO Eastern Regional Office 

ESC Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI F ederal Bureau of Investigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 
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FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOI A Freedom of Informati on Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 
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GPO 


Government Printing Office 


GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 
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I-485B 

1-539 

1-551 

1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

IBF 

IBIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 


NACARA Supplement to Form 1-485 Instructions 
Application to Extend/Change Nonimmigrant Status 
Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 
Immigration Card Facility 
Information and Customer Service 
Integrated Digitization Document Management Program 
Automated Biometric Identification System 
Identity Management System 
Individual Development Plan 
Immigration Examiner 


214 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1529 



II 


Immigration Inspector 


IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

IJ Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

215 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1530 



KST 

Known Suspected Terrorist 

LAPR 

Lawfully Admitted Permanent Resident 

LAPS 

Legalization Application Processing System 

LEAD 

Leadership Education and Development 

LES 

Law Enforcement Sensitive 

LESC 

Law Enforcement Support Center 

LIFE 

Legal Immigration Family Equity (Act) 

LIN 

Northern Service Center (Lincoln, NE) 

LOU 

Limited Official Use 

LPR 

Lawful Permanent Resident 

LULAC 

League of United Latin American Citizens 

MFAS 

Marriage Fraud Amendment System 

MOA 

Memorandum of Agreement 

MOU 

Memorandum of Understanding 

N-300 

Application to File Declaration of Intention 

N-400 

Application for Naturalization 

N-565 

Application for Replacement of Naturalization/Citizenship Document 

N-600 

Application for Certification of Citizenship 

NACARA 

Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS 

Naturalization Application Casework System 

NAILS 

National Automated Immigration Lookout System 

NBC 

National Benefits Center 
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NCIC 


National Crime Information Center 


NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Proj ect 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 
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PC 


Peace Corps 


PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 

RAPS Refugee, Asylum and Parole System 

RAVU Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 
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STAR 

System for Time and Attendance Reporting 

TAC 

Third Agency Checks 

TAP 

Tuition Assistance Program 

TCDD 

Training and Career Development Division 

TECS 

Treasury Enforcement Communication System 

TPO 

Transformation Program Offices 

TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 


221 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1536 



USMC 


United States Marine Corps 
USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

VD Voluntary Departure 

VIS Verification Information System 

VTVPA Victims of Trafficking and Violence Protection Act of 2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

WSC Western Service Center (same as California Service Center) 

WTC Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department. Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing by any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System 1FIPSI - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis. go v/ p ortal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 55 i 


u 


• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


jTraek *L£. 




Track history 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create How Chart for All my records. 
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Lost File Flowchart 


Less than 9 months More than 9 months 



In the UT final action letter, attach only the 9101 screen print of the subject 
23 1 (Cut and paste from CIS) to the last page of the UT letter. 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended For lr temal National Records Center use only. It contains 
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' ,a,K ' l | * Use 30 days to equal one month. K° rdai ' ce ^ De f 
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approval from the FOIA Officer 
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In your discussion, note all systems you checked and specify the date lost 
in CIS. Make sure your CSD’s have been sent for scanning and send 
case to Up-Front Approver. Stop: you are done . 
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APPENDIX I: ALIEN NUMBER ASSIGNMENT 




wmm a 

mkm | 






L3STJED FKE- I?i50' 

FHYSCIAL FILES 

Aoai40o-GW> 

A $11 1-599-959 





ASJVsrKsnrs 

BKTOCHU. FILES 

a o-is-coo-oso 

A Gi.4-995999 

CRBWHAX 

PHYSCIAI. FILES 

A CCSCCOCC-G 

A 0L6-99S-999 

ADJUSTMEffTS 

FHYSCIAL- FILES 

A 017 -GOC-CO-D 

A C29-9S9-959 





V5&& (STATE DEPT. 

FRYSCIAL FILES 

AC-3&BDC-GB& 

A >309-P99-9«9 

adjustments 

PKYSCLAL FILES 

A 07C-C03-OS-C 

A07B-491-200 

FAMILY FAIRNESS 

PfiYSCIAL. FILES 

A07O-4Si-'23:i 

A 070-502-200 





ADJUSTMENTS 

PJ5YSCLAL FILES 

A CYC- 503- 201 

A >370-527-200 

FAMILY FAIRNESS 

PKYSCIA1 FILES 

A 070-527 -20 1 

A 070-387-200 

ADJUSTMENTS 

PJJYSC2A1 FILES 

A£TCM3:*7-a$i 

A 077-S35-9S1 





KOSOYG 

PHYSCIAL FILES 

A 3-77-536-952 

A 8177-537-451 

ADJUSTMENTS 

PSYSCIAI FILES 

A 070-557 -4S 2 

A 079-995-999 

BORDER APPREHENSIONS 

EIZCX8BKIC OKLY 

A GSOGOfrOC-Q 

A 0-&*-®3S-9S9 





ADJUSTMENTS 

PIfYSCIAL FILES 

A S-S-e-SOC-CcftO 

A >23?-*99-95<9 

LESAOZATJGlf 

PHYSC1AL FILES 

A C9O-C0-0-OOQ 

A 093-995-999 

TEMPORARY PROTECTIVE STATUS :|TPSl 

PSYSC5A1 FILES 

A 094-000-030 

A 054-250-500 





TZMPCtRARY PROTECTIVE STATUS $TP5i 

PffYSCIAL FILES 

A 034 --32-S- 75 1 

A 094- S34-25C< 

KCREICAK.E MFK!H 

PHYSCIAL FILES 

A 0S4-2S 0-5S1 

A 094-325-7=0 

H5JHRHTAKE: X2TCH 

PSYSOAL FILES 

A 09 4-3 24-051 

A 094-364-250 





TEMPORARY PROTECTIVE ST ATUS {IT'S} 

FJTYSCIAL FILES. 

A £.‘94-3-64-'25 1 

A 0^-399-500 

KOSOVO 

PHYSCiAL FILES 

A 3-34-393-51*1 

A 094-404-750 

TEMPORARY PROTECTIVE STATUS {TPS} 

PUTS CIAL FILES 

A 394-404*751 

A 094-500-000 





KOSOVO 

FHYSCIAL FILES 

A 094 -502-03:1 

A 094-527-OOG 

TEMPORARY PROTECTIVE STATUS ?TF5j| 

PEYSCIAL FILES 

A 3-34 -TOC-GOO 

A 095-099-9(99 

NSC OKPKAN5 

PHYSCIAI. FILES 

A 394-503-001 

A 094-502-000 





ESC ORPHANS 

PJ5YSCZAL FILES 

A 094-527-00:1 

A 094-52O-OOG 

REFUGEES 

PHYSCIAL FILES 

A C-94 -508-001 

A 094-«23-00iS 


PAG Si : CF 2 RECCEES D.ZVXSS&X IREV. 2/7/2011:; 


232 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/201 1 


1547 


■UiL ^ 

mm W 

nsmm. \ 

mmm 




mmm 












| REFUGE: E5: 

PKY5CIAL FELES 

A-094-«SB-0Bi 

A0S4-74 9-99P 









ADJUSTMENTS 

PHTSGEAL FILES 

A QOS- LOG -0-3(3 

A 096-749-999 

LIFE- .ACT 

FifYSCtAL FSLES 

A 096-750-000 

A 09&-999-999 

ADJUSTMENTS 

FHY5CIAL TILES 

A 0S7-OOO-OOO 

A 098-05S-S3S 





1 





ADJUSTMENTS 

PHY5CIAE FILES 

A -OSS-iOSS-OSB 


a 055-099-599 

A&H35TMSKTS 

rmscLAL ?ass 

A ZW-im-$X>0 


A 099-299-3'35 

ADJUSTMENTS 

FHYSCLA1 FSLES 

A 099-200-000 

A OPO-PSO-PSO 





EMPLOYMENT AUTHORIZATION DOCUMENT *EAD;| 

ELECTRONIC ONLY 

a loe-ooo-oois 

A 199-999-93*9 

Ai5>J^5TSrS2!TS 


P^'SCLU FILES 

A 2OO-OOO-OOGS 



A 203 -99-9-993 

NOT ISSUES 

NOT ISSUED 

a im-Qm-mo 

A 2049-999-'399 





ADJUSTMENTS 

PHY5CIAL FSLZS 

A 205-00<3-0-3>3 

A 205-999-599 

NOT ISSUES 



NOT ISSUE © 

A 206-00£l-0-3(3 



A 209-00£H3(M 




| ADJUSTMENTS 

PHYSCIAL FILES 

A 2 S 0 - 000 -000 

A 2. U -999-999 









REFUGEES 

PERSCiAL FILES 

A 212-930-000 

A 2:112-399-999 

ADJUSTMENTS 

SOT ISSUED 

A 212-400-0»3»3 

A 299-999-591 5 

NOT ISSUED 

NOT ISSUED 

A 30e-000-03!3 

A 300-299-555 





ADJUSTMENT 

PTTYSCIAL FILES 

A 300-300-0-3(3 

A 300-322-501 

NOT ISSUED 

NOT ISSUED 

A 30G-32 2-3Q2; 

A 999-P99-P39 


•LEDGER: 

CREWMAN: «Ed kkss*: hasrt : 3«es ss^asd Alim Crewman i-sndisg ?*nm£ anti l*i«&::fxa::c£L OiKrd-: .jrvMgK. ISs* sfoclcvct" 

ziiKrcbers are ascigswd «s jsJSms irasiax. cash cards . 

ELECTRONIC C0SLT: K« sa;.*5ic«2 ;-»:fc«te ars crs*i«d. 

PEYCL4L FILES: A-3fun&ez wrch A-rBe JacSoete 

NOT ISSUED: Th* rjzzskxrr. «« ass ayas-td.-snj' OfiLc* »r 5?r&gE*m 

VISA ijSTATE DEFFj: Bsd m ai«Ss-casc-x% -SHS'tgn&l bSacfcx of A-Kuaabsrs; tEas ih^aKsiisjjtto'Vss®, packsc*. 

SftSS 2 Sf SJtrcOK&fi EOTISIB'H ;fc£V. 2?7/20T I; 


233 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 7/18/2011 


1548 





FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant or Public Information 
Specialist as “you,” or “Assistant,” and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS will not freeze or crash. You 
may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=!> Preferences 
■=!> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and select “Only 
for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? The Chief of FOIA/PA Operations 
and your Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office 
Automation personnel accomplish their missions. Through the Chief of Operations, Supervisors 
submit a new rule or procedure to the Chief FOIA/PA Program Officer. At the direction of the 
Chief Program Officer, Program Office may immediately amend the guide, or they may seek 
clarification from Office of Chief Counsel. After consultation, Program Office will either amend 
the Guide or propose a modified rule to Chief of FOIA/PA Operations. Major re-writes or 
revisions of the guide are subject to the final approval of the USCIS FOIA Officer. 

You, the FOIA/PA Assistant or Public Information Specialist, may notice something in the 
Guide that is awkwardly worded, or contains a typographical error, or something that simply is 
not true. You contact your supervisor and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet 
page. When we make additions or revisions, we create a Record of Revision at the front of the 
Guide for quick reference. 
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1. THE FREEDOM OF INFORMATION ACT 

Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 

2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 

3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4. WHO CAN MAKE A FOIA REQUEST? 


Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent. As of December 14, 201 1, third party requesters are not 
entitled to any public documents that may be in the file they are seeking, as well as nor 
documents they provided in support of an application or petition. The general rule of 
thumb is if you need to go into the subject’s file, you will need the subject of record’s 
consent and verification of identity. Please refer to the section titled “THIRD PARTY 
REQUESTS” 7.4. in this guide. 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the A-Number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 
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USERID ========> 

A PASSWORD — — > 

NEW PASSWORD ==> 
VERIFY NEW PASSWORD ==> 


PF1 = HELP 

PF4 = WHO AM I 


PF2 = TIME PF3 = LOGOFF 

ENTER = PROCESS CLEAR = REFRESH 


X>JL>.WS>.. 




This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.2 TeleView Main Menu 
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6 

J479IDMS 

Avai 1 able 


CLAIMS 

7 

J427CICS 

Available 


DAL ROPES 

3 

J504CICS 

Avai lable 


WDC ROPES 

9 

J537IDMS 

Available 


AR11 

10 

J534IDHS 

Available 


CIS 

11 

J527IDMS 

Avai lable 


PICS/ADMIN SYSTEMS/DACS 

PF1= HELP P F 3= END 
3270 

P F7= PAGE UP PFS= PAGE DOWN 

PF9= 

NOTEPAD P F 10= ERASE NOTES 

XDD.WS.,. 






The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 


;'|j File Edit Session Transfer Program Options Window Help 


1 1 1 X: 

• x; 


fill 


6 ] j 


/OB 

ail 


m 


m 


m 


CIMLOGO 
C 0 r 1 M AMD: 


ccccccccccccccc 

cccccccccccc 

cccccccccccc 

ccccccccccc 

cccccccccc 


CCCCCCCCC WELCOME TO 

cccccccc 
cccccccc 
cccccccc 
cccccccc 

CCCCCCCC CHECK MEWS 

cccccccccc 

CCCCCCCCCC LAST NEWS SCREEN 

ccccccccccc 
ccccccccccc 
cccccccccccc 
cccccccccccc 
ccccccccccccccc 


WELCOME TO THE CENTRAL 

mu 

mu 

iiiii 

mu 

CHECK HEWS SCREEN ON A 


CHANGE 

IIIII 

IIIII 

IIIII 

IIIII 

IIIII 


SSSSSSSSSSS 
SSSSSSSSSSSSSSS 
SSSSSS ssss 

sssss 
sssss 

INDEX SYSTEM 
SSSSS 

sssssssssssss 

ssssssssssssss 

ssssssss 

REGULAR BASIS ! ! SSSS 

SSSS 

: 06/28/2005-15:20 EST SSS 

SSSS 

SSSS 

sssss ssss 

SSSSSSSSSSSSSSSSSS 

SSSSSSSSSSSSS 


-PRESS ENTER TO PROCEED TO MAIN MENU 

3270 


PF5 CIS CURRENT NEWS 


WD.WS 


7:50AH 


This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 


12 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1560 


5.1.4 CIS Main Menu 


Rle: git session Transfer Program Options Window. Help 


Cl H HEN 
COMMAND : 


mm\ 

im 

\@\ 

m 


/HE: 

m 


mm 

■a 


m 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


UIMM 

: _:js| x; 


10/18/05 

09:56:36 


(91) SEARCH THE DATA BASE 

(92 ) DISPLAY DATA 

(93) ADD TRANSACTIONS 

(94) RECORD MAINTENANCE 

(95) A-FILE TRANSFER SUBSYSTEM 

SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 


CLEAR EXIT 


PF5 HELP 




■wm 


. ^CISResourceGuide ... j 


iT/tlMU : 9:02 AM 


This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the alien file (which we will frequently refer to as ‘A-file’). 
The only “95” menu command we use is “9504” to verify if the file is Not Found (N). 
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5.1.4. 1 Search Menu Screen 




i'll File Edit Session T/ansfei- Program Options Window Help 


|i x 
Fjffii Xi 


lilt 


6 ] j 


{M 

m 


m 


m 


m 


CI USER 
COMMAND: 

A#: 000000000 NOME: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


10/13/05 

10:02:06 

DOB: 00000000 


(01) ID #: 


(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 


(92) DATA DISPLAY MENU 

(93) ADD TRANSACTIONS MENU 

(94) RECORD MAINTENANCE MENU 

(95) FILE TRANSFER SUBSYSTEM MENU 


(02) SOUNDS-LIKE NAME 

(03) EXACT NAME 

(04) AKA (ALIAS) NAME 

(05) LAPS EXACT NAME 

(06) SOUNDS-LIKE NAME WITH DOB 

(11) MANUAL SEARCH REQUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUMBER REPORT REQUEST 


<-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456789) . 

CLEAR EXIT PFS HELP PF6 CIS MAIN MENU 


tehfesard j ||inputForm i iTJciSResaurceGuide ...j 


9:02 AM 


From this search screen a decision is made as to how to begin a search for an individual’s 
records. The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-Number, certificate number, social security number, passport number etc.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 


Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1. 4.2 Search by A-Number (9101) 




File Edit i|essien Transfei- Program: Options Window iHglp: 


|i: x 
djsi x; 


fill 


mm 


{M 

ail 


fan, 

ill 


m 


m 


CIMIDN 
COHHfiND : 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ID # SEARCH/DISPLAY 


10/13/05 

10:02:55 


ID # (A/AA/AB/C/DA) : 

(DL/ FB/FP/I/ PP/SS/TD) 
LAST: 

FIRST: 

MIDDLE : 

ALIASES: 


NATZ DATE 
COURT 
LOCATION 


SEX: 

POE: 

COB: 

DOE: 


FCO: 

C0A: 

C0C: 


FATHER 

PFCO : 

SFC0 : 

DF0: 

BIN: 

MOTHER 


SSN: 


CONSOLIDATED 

A-N0S --I 


1-94 ADM # 
PASSPORT # 
FBI # 
DRIVER LIC 
FINGER CD# 


OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF3 HISTORY 

PF9 EAD PF11 EOIR 

3270 


tehtoa-d j jdj! Input ~c-m :l ^CISPssciurseGulde 


iNM-J 9:03 AH 


In the ID# field enter the appropriate prefix with information (commonly used ID searches, A = 
A-Number, SS = social security number, PP = passport number, C = naturalization certificate 
number and I = 1-94 number). If there is information in the system on the subject, it will 
populate in the fields below the ID#. Pay special attention to the legend at the bottom of the 
screen specifically PF8, PF1 1, and any information listed under (other information). By pressing 
PF8 the history menu is displayed. This screen holds chronological information about actions 
that have been taken or changes in the subject’s immigration status. The PF1 1 screen shows 
EOIR (Executive Office of Immigration Review) information. This screen contains information 
about ongoing or closed deportation proceedings. In the section of the screen listed (other 
information) different acronyms may appear such as: CARD, EADS, RAPS and DACS. For 
additional information on DACS please see Chapter 3. 
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5.1.5 Sounds-Like Name Search (9102) 




File Edit Session T/ansfei- Program Options Window Help 


O. X 
• x; 


fill 


mm 


{M 

ail 


{W. 

ill 


m 


m 


CIM5ND 

IMMIGRATION AND NATURALIZATION SERVICE 

10/13/05 

COMMAND: aiS ( 

IENTRAL INDEX SYSTEM - "SOUNDS LIKE’ SEARCH 

10:09:04 

* LAST NAME : 

(40-CHARS 

MAX) 

FIRST NAME : 

(25-CHARS 

MAX) 

LAST NAME MATCH 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 

FIRST NAME MATCH 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 

PREVIEW NAME 

(Y/N) 


EXACT DOB: 

(MMDDYYYY) 


DOB RANGE: 

(DATE RANGE = YYYYR; YYYY-YEAR, R-0-9) 


COB 

(5-CHARACTER COUNTRY CODE) 


COC 

(5-CHARACTER COUNTRY CODE) 


POE 

(3-CHARACTER PORT OF ENTRY CODE) 


DOE 

(MMDDYYYY) 


COA 

(3-CHARACTER CLASS OF ADMISSION CODE) 


FCO 

(3-CHARACTER FILES CONTROL OFFICE CODE) 


SEX 

(M/F) 


1 * LAST NAME IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 


1 SPECIFY SEARCH ( 

IRITERIft, PRESS ENTER TO INITIATE "SOUND LIKE" SEARCH 


1 CLEAR EXIT 

PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU j 

Is 2 7 0 

tehboard H Input Form 

; ^IciSResourceGuide ...j ijjfe; 

IMU 9:09 AH 


Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5.1.6 Exact Name Search (9103) 




^ File Edit Session Transfer Program Options Window Help 




p 


m 


CIHEXfl 

IMMIGRATION AND NATURALIZATION SERVICE 

12/15/05 

C0HI1RND : | SUB 

CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 

08:44:21 

* LAST NAME : 


(40-CHARS 

MAX) 

* FIRST NAME: 


(25-CHARS 

MAX) 

MIDDLE NAME: 


(25-CHARS 

MAX) 

EXACT DOB: 

(MMDDYYYY) 



DOB RANGE: 

(DOTE RANGE = YYYYR; YYYY= 

YEAR, R=G-9) 


COB 

(5-CHARACTER COUNTRY CODE) 



COC 

(5-CHARACTER COUNTRY CODE) 



POE 

(3-CHARACTER PORT OF ENTRY 

CODE) 


DOE 

(HHDDYYYY) 



COA 

(3-CHARACTER CLASS OF ADMISSION CODE) 


FCO 

(3-CHARACTER FILES CONTROL 

OFFICE CODE) 


SEX 

(M/F) 



* LAST NAME AND 

FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 


SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 


CLEAR EXIT PF3 REFRESH 



PF4 MENU 

7 7 7 ft 

PF5 HELP PFG MAIN MENU 

PF9 SOUNDS-LIKE 

SEARCH 

ptpnDoc ...j pyNrcdtall on ' 


illtlittlli 7:47 AM 


9103 is the primary screen used when performing a search based on the subject’s name only or 
the subject’s name with a specific year of birth range. The information displayed will be an exact 
name match. 


17 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1565 


5. 1 . 7 Alias (AKA) Name Search (91 04) 




: Ffe ; : : jEclIt j : j SjSS&n : : Hf aflSfeT : : :R:Ogram : : : OpdOHS: : : : M0OW-. \ ] '] H#: 




m 


M M 


<*Qli 

tm 


M 


CIHRLI 

COHNRND: 


IHH IGRRTION RND NRTURRL IZRTIGN SERVICE 
CENTRRL INDEX SYSTEM - RL IRS (RKR) NRME SERRCH 


O1/3O/06 

12:56:45 


RKR/NEE LRST NRME: 
RKR/NEE FIRST NRME: 

LRST NRME MRTCH: 
FIRST NRME MRTCH: 


(40-CHRRS MRX) 
(25-CHRRS MRX) 

(NUMBER OF EXRCT CHRRRCTERS TO MRTCH (0-9)) 
(NUMBER OF EXRCT CHRRRCTERS TO MRTCH (0-3)) 


EXRCT DOB: (MMDDYYYY) 

DOB RRNGE : (DRTE RRNGE = YYYYR ; YYYY=YERR, R=0 9> 

COB: <5 - CHRRRCT ER COUNTRY CODE) 

COC: (5 -CHRRRCTER COUNTRY CODE) 

POE: (3CHRRRCTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COR: (3-CHRRRCTER CLRSS OF ADMISSION CODE) 

FCO: (3-CHRRRCTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST R SERRCH ON F IRST- NRM E - ONLY ALIASES p ON LAST- NAM E - ONLY RL IRS ES , 
RND ON RLIRSES CONTAINING BOTH FIRST RND LRST NAMES. OTHER FIELDS RRE OPTIONAL. 
SPECIFY THE SERRCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NRME SEARCH. 


CLEAR EXIT 


PF3 REFRESH 


PF4 MENU 


PF5 HELP 


PF6 MRIN MENU 


MUM OVR 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5.1.8 Sounds Like Name With Date of Birth (DOB) Search (9106) 



CIMDSND 

COMMAND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE" NAME 
WITH DATE OF BIRTH (DOB) SEARCH 


08/03/06 
09: 25:07 


LAST NAME: 
FIRST NAME: 


(40-CHARS MAX) 
(25-CHARS MAX) 


EXACT DOB 
DOB YEAR RANGE 
DOB MONTH RANGE 
DOB DAY RANGE 


(MMDDYYYY ; YYYY=YE AR; 
(YYYYR ; R=0-9) 

(YYYYMMRR; RR=0-12) 

(YYYYMM DDRR ; RR=0-31) 


MM =M0NTH ; DD = DAY) 


LAST NAME MATCH: 
FIRST NAME MATCH: 


(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


COB: 

(COUNTRY CODE) 

CO A : 

(CLHSS 

OF ADMISSION CODE) 

COC: 

(COUNTRY OF CITIZENSHIP) 

FCO : 

(FILES 

CONTROL OFFICE CODE) 

POE: 

(PORT OF ENTRY CODE) 

SEX: 

(M/F) 


DOE: 

(MMDDYYYY) 





LAST NAME, FIRST NAME AND ONE OF THE DOBS ARE REQUIRED. REMAINING FIELDS ARE 
OPTIONAL. SPECIFY SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT P F 3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


mmmfm 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requester made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5.1.9 Card Display (9222) 




Sfe m Session IJrsiiisfer Priogiram l^fens Window ijelp 


mm 


IB 


CIUCflRD 
CO fin AND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ARR/BC CARD DISPLAY (CARD) 


08/01/06 

08:22:32 


NAME: TAYLOR 


, FRANCIS 


DOB: 080 


LEGAL PERMANENT RESIDENT 


CARD NAME: TAYLOR, FRANCIS E. 
INS A# 0 
CATEGORY: 


BIRTHDATE: ■' “ 

CARD# SRC' 

PERMANENT RESIDENT SINCE: 12/12/2005 

CARD EXPIRES: 02/22/2016 


Cl USA 01 


TAYLOR<<FRANCIS<EDWIN<<<<<<<<< 


MOTHER’S NAME: EDWINA 

CARD PORT OF ENTRY: BAL 


FATHER'S NAME: ZACHIUS 


CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 


HUiaorn 


The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing (BCC) Card information. 
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5.1.10 File Transfer Display (9504) 


Bill BmmMCD 


|| Fife •Session Transfer Program Options. Window H£lp 



fi 


• □□□□ 

!;• 1 anna [ 



CIMFTD 

IMMIGRATION AND NATURALIZATION SERVICE 08/01/06 

COMMAND : SHH 


CIS - FILE TRANSFER DISPLAY (FTD) 11:33:03 

A#: NAME 

: TAYLOR 

:::::::::::::::::::: :s 

FRANCIS DOB: 

PREVIOUS 

FC0 

BAL 


FCO CREATING SUBFILE: 

CURRENT 

FC0 

NRC 


SUB FILE CREATION IND: 

REQUEST 

FCO 

NRC 



FILE LOCfiTED 

IND: 

: C (FILE TRANSFER COMPLETE) j 

DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 0000 

DATE 

FTI 

: O1242O06 


INS BOX NUMBER: 

DATE 

FTC 

: 02O22006 


REQUEST NUMBER: 

PERSON/ ACTION: 



2ND REQUEST DATE: 





3RD REQUEST DfiTE: 

YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN MENU 

3270 









WilM : 







The main purpose of the 9504 screen is to check the location and movement of files. You will be 
using this screen in conjunction with NFTS in the case create function. The following is a list of 
acronyms displayed on this screen. 

FTR: File Transfer Request 
FTI: File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 



The Tables section contains a wealth of informational codes that can be of assistance in making a 
decision about the subject of the request, such as Class of Admission. To get to this screen select 
the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 
Tables Menu Screen. 
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5.1.12 Tables Menu 


II Eie E|it &m«tt Irittis&f Ex'>gran. Qltioas $3a«k'W grip 


TBXSELMU 


INS STflNDfiRD TABLES DATABASE FACILITY 
MENU SCREEN 


09/15/06 
08: 40: 48 


COMMAND ===> 


(VADAD , LODAD, TB INF , VAINF, OR LOINF) 


TABLE ID: 
SEARCH VALUE: 


(MUST ENTER FOR PF1 AND PF2) 


ENTER- - PROCESS COMMAND 

PF1--SINGLE LOCATION/VALUE TABLE SCREEN 

PF2-- LOCATION/VALUE TABLES BROWSE SCREEN 

PF3- -REFRESH 

PF4- - PREVIOUS SCREEN 

PF5--HELP 

PF7--LIST TABLES 

PF8--EXIT 

TBIOOOOI - USER AUTHORIZED TO PERFORM DISPLAY FUNCTIONS ONLY 
3270 


NLiW OVR: 


Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 


DHSM.WCDJ 


File Edit i i&esai&h Transfer Program O p tions Window Sielp 


1& M 


m 


mm 

JM-M 


TBXTBINF 


INS STANDARD TABLES DATABASE FACILITY 
TABLE INFORMATION SCREEN 


PAGE 09/15/66 
O001 08:46:07 


COMMAND ---> 


(SELMU, VADAD, LODAD , VAINF , OR LOINF) 


SEL ONE TABLE ID 


TABLE TYPE 


TABLE DESCRIPTION 


ADJUSTMENT OP STATUS COOES 


CIS/AFAC FCO CODE TABLE 
INTERNATIONAL/ MUNICIPAL AIRPORTS 
APPLICATION SUPPORT CENTERS 
ASYLUM INTERVIEW OFFICES 
ASYLUM OFFICES 
HEADQUARTERS 

BORDER PATROL SECTOR CODES 
BORDER PATROL SECTOR HE ADQTRS 
BORDER PATROL STATIONS 
BORDER PATROL STATION CODES 
INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 PF 2 

PGFRWD PGBWRD 


PF4 

PREV SCN 


TB100G43 

3270 


SELECT ONE RECORD OR TRY OTHER FUNCTIONS 


MUM OVtt : 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 


24 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1572 



5.1.14 Value Tables Browse Screen 


:|| Jyfe Edit &m«tt Irans&r &>>gra» $0»4ow g«lp 
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■gy kg ;; \s£ 


TBXVAINF 


INS STflNDfiRD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


PAGE 09/15/06 
0014 08:56:10 


conn AND ---> 
TABLE-ID: ADJX 
SEARCH VALUE 


(S E LMU . VADAD, LODAD , TBINF , OR LOINF) 
TABLE DESC : ADJUSTMENT OF STATUS CODES 


IB7 
IBS 
ICS 
IC7 
IDS 
I F 1 
IF2 
IRQ 


VALID CODE 

IB7 

IBS 

ICS 

IC7 

IDS 

I F 1 

IF2 

IRQ 


TABLE TEXT 

SLF-PETITIQN CHILD OF USC 

CHILD OF IBS 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF CITIZEN 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PFS PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 OO043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


Read the screen in its entirety for navigation instruction and additional information. 


25 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1573 






5.2. Computer Linked Application Information Management System 


5.2.1 Introduction 

The Computer Linked Application Information Management System (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 TeleView Introduction Screen 



WARNING L This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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AACCCCCCA 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 

3270 


CAPS NUIJI OVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 


26 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1574 


5.2.3 CLAIMS Selection Screen 
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||| File Edit Session Transfer Program Options VWndow Help 
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ss 


/HE 

m 


1 COMMENDS ENVIRONMENT 

HELP 

EXIT 

MODEL : LUO -2/2 

LUNRME: J5NRC2AE 

DEL CR-TELEVIEW 

4.4 

USERID: NRC7208A 
ESCAPE: PA1 

I COMMEND ====> 6 

Sesnum System 

Application Status 


Remarks / Description 

1 HELP 

Available 


TeleView Help Facility 

2 MSG 

Available 


TeleView Message Facility 

3 NEWS 

Available 


Help & News Menu 

4 J406IDM S 

Available 


RAPS-APSS-EOIR 

5 J 42 71 DM S 

Available 


FOIfi/ NACS/ STSC/H FAS/RNACS 

1 {mmn^ WKM 

| (Available 


FIRMS 

7 J427CICS 

Avai lable 


DAL ROPES 

8 J504CICS 

Available 


WDC ROPES 

9 J 5371 DM S 

Available 


AR11 

10 J534IDM S 

Avai lable 


CIS 

11 J527IDM 2 

Available 


PICS/ADMIN SYSTEMS/DACS 

P F 1 = HELP PF3= END PF7 = 

3270 

PAGE UP P F 8 = PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 




; h:; : : :7^s:AiYi ; 


The number selected to access CLAIMS can vary for each computer. 
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5.2.4 CLAIMS Function Screen 
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IDH S DC2580O2 V9 ENTER PASSWORD 

IDH S DC2580O3 V9 USER NRC7208A SIGNED ON LTERH VTH LT506 AT 08:54:22.05 05.349 
TSS7G0OI NRC7208A Last-Used 15 Dec 05 08:51 System = 02Rl Facili t y=TE LEVI EW 
TSS7G01I Count=082O8 Node=Fail Lockt ime=None Name=TI FFANY ROSS 
V9 ENTER NEXT TASK CODE: 




m 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in “claims” or “fare” and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 


MHj 


.... : wmmm. 

H : : iSessfon ; Transfer : Program: i ^Options: Wndaw Help 


,Ji 


m 

WMm 


g g g S 


tg.5e 


r\m 

■S 


m 

ss 


/HE 

m 


FSXM NEWS 


CLflIHS MRINFRRM E SYSTEM 
NEWS SCREEN 


12/15/2005 

08:55 


WELCOME TO THE COMPUTER LINKED APPLICATION INFORMATION MANAGEMENT SYSTEM 

{CLAIMS} 

* # tt tf **** tt W * * WrtTfrlfr * * * * * * * * **** * * * * * * * * * 1 


PRESS ENTER TO LOGON OR PF8 TO EXIT 


PF8 

LOGOFF 


NUttQVR 


Press enter from here to get to the logon screen. 
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5.2.6 CLAIMS Logon Screen 
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Hi ; file TgditT ^Session; ; Transfer: ; ;£rogram; Nations; U^ndGW ;THelpc 
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FSXMCLMS 


CLAIMS MAINFRAME SYSTEM 
LOGON 

LEGALIZATION NOTICE OF CONFIDENTIALITY 


12/15/0005 

08:56 


SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS. 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED Il\ 
VII0LATI0N OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 
IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE. 


PLEASE ENTER CLAIMS USER ID AND PASSWORD 


PF8 

LOGOFF 


NUM OVR 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. Normally, 
your password is your last name in lower case. If your last name is longer than eight characters, 
then your password is the first eight characters of your last name in lower case. Your CLAIMS 
ID and password do not change. 
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5.2.7 CLAIMS Main Menu Screen 




ffl Rie ;pt; ! Session ; Transfer: ; Program ; Options; 


FSDLM NU1 


CLAIMS 


HfilNFRRH E 
MAIN MENU 


SYSTEM 


12/15/2005 

08:57 

NRC7208R 


COLLECTION & RECEIPTING - APPLICATIONS 

COLLECTION & RECEIPTING - PETITIONS 

COLLECTION & RECEIPTING - BONDS 

COLLECTION h RECEIPTING - FOIA 

COLLECTION & RECEIPTING - PRIVACY ACT 

COLLECTION & RECEIPTING - MISCELLANEOUS 


GENERATE REPORTS 

MAINTAIN SYSTEM FILES 

MANAGEMENT STATUS REPORTS 

CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 

PRINT DELAYED/DUPLICATE APPROVAL NOTICES 

EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 

SCHEDULING/CARD PRODUCTION PROCESSING 

FD258 FINGERPRINT TRACKING INQUIRY 


ENTER SELECTION: 
■WELCOME TO THE CLAIMS MAINFRAME SYSTEM 


13270 


PLEASE MAKE A SELECTION. 
PF8 

LOGOFF 


NUM OVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5.2.8 Inquiry Screen, searching with a Receipt Number 
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/HE 
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FSXMIMN1 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


12/15/2005 

08:59 

NRC7208A 


2. USER ID: 

3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 

4. A NUMBER: A 


5. REFERENCE NO. 

6. PETITIONER 
NAME (LAST): 

PF3 PF6 

CANCEL MAIN MEh 

3270 


(MMDDCCYY) 


(FIRST) : 


(MMDDCCYY) 


(FIRST) : 


LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 


NUM OVR 


On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2.9 Searching CLAIMS using a Name and Date of Birth 
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!g File Edit Session Transfer Program Options Window Help 
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WMM 


FSXMIMN1 


CLRIMS HfilNFRRH E SYSTEM 
UPDRTE PROCESSING MENU 


02/07/2006 

09:16 

NRC7208R 


SELECT RND COMPLETE ONE LINE 

1. RECEIPT NO. : 

(SELECTIONS BELOW FOR RPPLICRTIONS RND PETITIONS ONLY) 

2. USER ID: DRTE : 


(MMDDCCYY) 


3. BENEFICIRRY/R PPLICRNT 


4. R NUMBER: R 

5. REFERENCE NO. : 

6. PETITIONER 
NRME ( LRST) : 


(FIRST) : 


PF3 PF6 

CRNCEL MRIN MEh 

3270 


PF8 PF10 PF11 PF12 

LOGOFF REMOTE RCT UPD BY CODE RCT UPD BY RCPT 










NUM OVR 


You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” or wild card searches. If you do not immediately find a receipt, you 
should also search by alias names and variations of the name. You may also search without the 
birth date. This may have the results you are looking for depending on how common the name 
of the subject. Searching using the birth date will narrow the findings. 
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CLAIMS MAINFRAME SYSTEM 



G2/21/2007 




INQUIRY/UPDATE 

RECEIPT 

LIST 


11:53 









NRC9353 A 


RECEIPT NBR 

LUST NAME 


FI 

FORM 

FEE AMT 

REC DATE 

1. 

MSC0786097397 

[GARCIA 



J 

193 

190.60 

02/17/20O7 

2. 

WAC07G9353 127 

GARCIA 



J 

1130 

190.00 

02/14/20O7 

3. 

SRC071035 1687 

GARCIA 



J 

N565 

220.06 

02/14/20O7 

4. 

MS C 0 7 1 3 5 2 441 1 

GARCIA 



J 

1765 

180.00 

02/11/2007 

5. 

MSC0713524409 

GARCIA 



J 

1485 

395.00 

02/11/2007 

6. 

E AC07G63522 16 

GARCIA 



J 

1129 

1190.00 

01/04/2007 

7. 

SRCO710253498 

GARCIA 



J 

OS 155 A 



8. 

MSC0743146558 

GARCIA 



J 

190 


02/13/20O7 

9. 

MSC07131 19697 

GARCIA 



J 

1765 


02/08/2007 

10. 

MSC07131 19695 

GARCIA 



J 

1485 


02/08/2007 

11. 

W FI C 0 62 645 0 465 

GARCIA 



J 

1129 

190.00 

09/05/2006 

12. 

E FIC0708951968 

GARCIA 



J 

1130 

190.00 

02/12/2007 

13. 

MS C 0 7 43 1 44089 

GARCIA 



J 

190 

190.00 

02/12/2007 

14. 

SRC071005 1755 

GARCIA 



J 

1485 


02/09/2007 

15. 

MS C 0 7 40 1 42 414 

GARCIA 



J 

190 


02/09/2007 

16. 

MSC0746 1 1 1160 

GARCIA 



J 

190 

190.00 

01/17/20O7 


TYPE IN SELECTION: 







PF1 PF2 

PF3 

PF4 

PF6 


PF8 


PG 

m PG BUCK 

CANCEL 

PRIOR MENU 

MAIN 

MENU 

LOGOFF 


3270 

















:::::::::::::::::::::::::::::: m/D: ::::::: 









HUM UVK 


If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” For example, if you type “3”, the detailed information relating to receipt number 
SRC0710351687 will be displayed. ' 
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5.2.10 Searching with the A-Number 
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FSXMIMN1 


1. RECEIPT NO. : 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


2. USER ID: 


(MMDDCCYY) 


BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(FIRST) : 


(MMDDCCYY) 


5. REFERENCE NO. 

6. PETITIONER 
NAME (LAST): 

PF3 PF6 

CANCEL MAIN MEh 

3270 


(FIRST) : 


PF8 PF10 PF11 

LOGOFF REMOTE ACT UPD BY CODE 


PF12 

ACT UPD BY RCPT 


NUM OVR 


You may search by A-Number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-Number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-Number, you will not have to worry about it. Note: if you search by A-Number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner’s Name 
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CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 


02/07/2006 

09:16 

NRC7208A 


SELECT AND COMPLETE ONE LINE 

1. RECEIPT NO. : 

(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 

2. USER ID: DATE: (MMDDCCYY) 


BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 

A NUMBER: A 

REFERENCE NO. : 

PETITIONER 


(FIRST) : 


(MMDDCCYY) 


PF3 PF6 

CANCEL MAIN MEh 

3270 


PF8 PF10 PF11 

LOGOFF REMOTE ACT UPD BY CODE 


PF12 

ACT UPD BY RCPT 














NUM OVR 


You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 


(b)(7)(e) 



NIIM OVR 


The receipt information gives the name, date of birth, A-Number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: EBS1) 
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SYSTEM 
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PROCESSING 
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NRC7208A 

FORN 

1751 RCPT NBR : SRC - 06 - 02 5 - 00045 APPEALED FORM: 
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PRRT 2 

: A PART 3: RECEIVED 

DT: 10/26/2005 

R-NBR 

: A 12345678 REF NBR : 

ASSOC RCPT NBR: 


NAM E 

TEST TEST 

NAME 


C/0 





STREET 

4141 ST AUGUSTINE 


CITY: DALLAS 


STATE 

TX PROVINCE: 

CNTRY 

: ZIP/POSTAL: 75227 

GENDER 

DOB: 01161964 COB: AUSTR CNTRY 

OF CITZ 

: S0C SEC 

# : 

EMPLOYER 



TAX ID: 


REP CODE 

REP TYPE: 

(A=ATTY , B=CERT .REP. 

C=0THER) 

NAM E 





FIRM 



CLASS: 


STREET 



CITY: 


STATE: 

PROVINCE: 

CNTRY 

: ZIP/POSTAL: [ 





INS STATUS: NbW LLHbb : 




PRIORITY 

DATE: 10262005 DATE VALID FROM : 


TO: 


DC997961 ■ 

- VIEW MODE 




PF2 

PF3 PF4 PF5 PF6 

PF7 

PF8 PF9 

PF11 

Cl INQ 

3270 

CANCEL BACK EAD INFO MAIN MENU 

CODES 

LOGOFF REMIT 

STAT HIST 





The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 
receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, rejected or transferred, it may 
make a difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter FI 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 

NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO). The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 


43 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1591 




5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DOS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to 
https://pcq2.esb.uscis.dhs.gov/PCQS/PCQS_User Guide.pdf 
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5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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6. CREATING THE CASE 
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On the FIPS worksheet under the header “Contents,” you will notice that usually Seq. 1 is the 
“Request Letter” and any supporting documents submitted with the request to include the 
mailing envelope. There will be a date and time in the right column. In older cases, the 
supporting documents may show in sequence 2 as Request Supporting Documents. 
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Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be only a letter from the subject of record or the attorney. At times, there will 
be documents scanned in, such as alien registration card, driver’s license or other forms of 
identification. Other documents you may see can include miscellaneous screen prints or 
memoranda. You should view all documents scanned in FIPS in the Request Letter and Request 
Supporting Documents slots before you create the case. 

If you find two or more unrelated requests scanned into one request slot: 

A. Create one of the cases. 

B. Search to see if the other subject has an active case. 

C. If you find an active case for the 2 nd request, create a Discussion note explaining - no 
further action required. 

D. If you do not find an active case for the 2 nd request: 

a. print the request and attach a Scan As sheet noting it is a new request , 

b. take it to OA to be scanned as a new request, 

c. create a Discussion note. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: requester name and address, subject name, Track, type, source, and bureau. 

If you are going to be away from your desk for 15 minutes or more, it is a good idea to check in 
your documents and log out of FIPS. It does not usually take very long to log back into FIPS 
and check your documents out again - in fact, it will save you time and effort. If you forget to 
log out and come back after a prolonged absence, you might possibly be disconnected from the 
server and not know it. When disconnected from the server, FIPS sometimes allows you to 
continue working but as soon as you attempt to save or check in a document, it will send you to 
the log-in screen and you lose the work you have done. 
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6.1 REQUESTER INFORMATION 
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6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 If the requester provides an alien number (which we will refer to as “A-Number,”) 
you should first verify that it is the subject of the request and that this is not a duplicate 
case. After entering the A-Number in FIPS, copy the number you entered and open CIS 
9101 screen. Enter ‘a’ on the number line, paste in the A-Number after the ‘a’, and press 
enter. Verify that the subject shown in CIS matches the subject listed on the request. Next, 
open NFTS, enter ‘a’ on the number line and paste the A-Number after the ‘a’, and press 
enter. This will show you the current location of the file. If the requester did not provide 
an A-Number, you should search by subject name and/or requester name by entering the 
information on the search screen and checking the boxes to use them in the search. If the 
requester provided multiple A-Numbers, you should verify that each is for the subject and 
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then search by each file number. You may discover that two A-Numbers have been 
consolidated. In that case, you use the surviving A-Number only. 

6. 1 . 1.2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1 . 1 .3 You may use Jr., Sr. or II, III, etc., if the requester or subj ect uses it on the 
request. If Jr. or Sr. applies, make sure it ends with a V (period). 

6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attorney/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens and Baker” as the requester name. 

6. 1 . 1.5 Do not hyphenate names. For instance, if the requester has written his or her last 
name as “Ortega-Ramirez,” you should enter that name in FIPS as “Ortega Ramirez,” 
omitting the hyphen. This saves time by permitting a person researching cases to enter 
“Ortega Ramirez” without having to guess if the case creator hyphenated the name. 

6. 1.1.6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for the requester 
name. 

6. 1.1.7 Please add a period after the middle initial. 

6. 1.1.8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, e nt e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1 . 1 .9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. If you do not find the person by exact spelling, you might look at the 
mothers and fathers last names, if provided. You may use a percent sign (%) as a wild- 
card for these searches. For example, if the requester’s name is Jaime Vazquez, but you 
see he also has spelled his name Vasquez - you can search by Subject Last Name 
“Va%que%” and Subject First Name “Jaime.” You may also need to search by 
variations of the first, middle, and last names - they may be in a reversed order in CIS. 


49 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1597 



Some names may be found in CIS with a different sequence or combination of the first, 
middle, and last names. If you are unsure consult a co-worker, or supervisor. 

6. 1 . 1 . 10 If the request came to us on Form G-639, you should use the name and address 
of the requester in Section, “ Requester Information Please do not use the address on 
the envelope, or Form G-28 or letterhead as the requester address without first speaking 
with a supervisor about it. You may use other request documents to verify what is shown 
as the requester address on the request, if the address on the request is a foreign 
consulate office, or is a congressional office, (we cannot send mail or create FOIA cases 
in the name of a foreign consulate or a congressional office) then you may use the 
address listed on the G-28, or other documents in the request, such as an envelope — If 
there is a cover letter or other document specifying that the records should be sent to a 
different address than consulate office, or is a congressional office, you may use the 
address listed on the G-28, or other documents in the request, such as an envelope. 
Something that is evident to you because you have been creating the case might not be 
immediately obvious to a supervisor or processor who has just opened the case. Please 
keep in mind that if you have done something out of the ordinary, adding a Discussion 
note will clarify your thought process and your decision. If there is a cover letter or other 
document specifying that the records should be sent to a different address than the one 
specified on the request, use the one they state should be used. If you can find no other 
address, be sure to add a Discussion note to the case and send the case to Unit Chief 
(which we will frequently refer to as UC). If addresses are difficult to read or unclear, 
you may go to 

A. http://zip4.usps.com/zip4/welcome.jsp to verify that it is a valid address and the 
format that should be used. 

B. http://www.canadapost.ca/cpotools/apps/fpc/personal/fmdByCity? execution=el si 
) provides similar address information for Canadian addresses. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6. 1 . 1 . 1 1 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 

6.1.1.12 Do not use special characters, such as “&” and in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), 

=,+, [, ], {, },\,<, >, or/. 

6. 1 . 1 . 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
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issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1 . 1 . 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief without any staffing or acknowledgement letter. Be sure to add a Discussion note 
to the case titled ‘Missing address.’ 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6.1.1.17 If an attorney represents the subj ect, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. If the attorney’s name is part of the firm’s 
name, then the first line of the address should be “Attorney at Law.” If the attorney’s 
name is not part of the firm’s name, then the firm’s name should be the first line of the 
address. For example, if the requesting attorney is Manuel Solis, and the firm’s name is 
“Law Offices of Manuel Solis,” the first line of the address should be “Attorney at Law.” 
For another example, if the attorney’s name is Spiro Serras and the firm’s name is 
“Wilens and Baker,” the first line of the address should be “Wilens and Baker.” If the 
address on the request is a residential address under the name of someone other than the 
subject or requester, you must add ‘c-o’ and the listed person’s name (FIPS will not allow 
do). If USPS does not show the requester or subject name on the request as living at that 
address, the mail will be returned. Using ‘c-o’ (in care of) allows USPS to deliver the 
mail to that address as long as the person listed receives mail at that address. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country and postal code. 
You must complete these at least the city and country name fields to ensure proper 
delivery. Some foreign countries also require postal codes. 

This link 

(http :/ /www.canadapost.ca/cpotools/apps/f p c/personal/fmdB yCi ty?exe cution=el s i) 
provides address information for Canadian addresses. Also 

http://bitboost.eom/ref/international-address-formats.html#Formats can be used to find 
the proper format for foreign addresses to ensure you have the needed information in the 
correct format. 
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If a foreign address has no postal code and FIPS will not accept the address without it, 
add an ‘-‘as the postal code. It may also be necessary to view the return address on the 
envelope to see how the address should read because their address formats are different 
than ours. A foreign address may be very long, and you may have to consult a supervisor 
to complete the address field correctly. The following places should use standard U.S. 
mailing addresses because they are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 

6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter 
new requesters, click the Requester Search/Entry link to open the Requester Search 
Form. To search for an existing requester, click in one of the available fields in the 
Requester Search Form and begin entering pertinent information. When searching for a 
requester whose last name is Smith, for example, click in the Last Name field and enter a 
portion or the entire last name. After you have entered enough information, click Search 
to locate requesters with matching information. Searching by last name and first name 
brings up more exact matches. Changing the frequent requester indicator to ‘either’ will 
search for both regular and frequent requesters. Refer to the rules in section 6.1.1 for any 
questions on searching for requester information. 
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If you get any matches to your search, you will see a screen that looks like this: 



If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name. Make sure the address is an exact 
match, including any apartment or suite number - just matching by names causes problems when 
addresses don’t match exactly. 
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And it will populate the requester information like this: 



6.1.3 Add New Requester. If you do not find a match, you will have to add a new 
requester by selecting Add New Requester: 
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Note: We don 't use parenthesis when entering phone numbers 


Middle Name 


Last Name 
jCutpepper 


• .Address ! 

: address 2 
: Address 3 
: City 
: State 
: Postal Code 

: Li.1 Foreign 
: Province 
: Country 
i Phone Kmnfcw 
: Email 

i Fre.a : o:eot Requester 


: 1 Smile; Grogan Bigh*?av 


: Santa Rosita 
: Caltforwa 
: 12345 


:^S7'C'.54-32K' 

: culpa p percap t® ea rthnet. com 

rvYes \_Nic 


When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information and decide if this is a Frequent Requester. If the requester is an attorney or 
representative who is not already in the system, please save as a Frequent Requester. Do not 
create a new frequent requester if one already exists with matching name & address information, 
including apartment or suite numbers (first & last names should match, but first initials or a 
second last name may be used in some cases and if addresses match, they can be used). Phone 
number should be entered in the following format: 999-999-9999 for US phone numbers. 
Extensions are allowed after a space following the phone number. Although you are not required 
to do so, you may enter the e-mail address if it is provided. Click ‘save’. 
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6.2 SUBJECT INFORMATION 


After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject by clicking on ‘Copy to Subject’ 


Information 
C G CuHpeppgr 


(b)(6) 


Edit Requester 
Change Reguest e 

45 



Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. FIPS converts 
all ‘A-Numbers’ to 9 digits by inserting leading zeroes. 


Note: We don V use parenthesis when entering phone numbers 


(b)(6) 


First 
i Melville 

A-Numb 


Middle: 


Last 
; Crump 


Topic:" 


6.2.1 Name 

Enter the subject’s name, as it appears in section “Requester Information” of Form G-639 
(except in the case of a petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 

This is usually the name in the subject portion of the Form G-639, or in the subject line of the 
request letter. However, if the requester is asking for a petition he or she filed on behalf of a 
beneficiary, then that document will be a separate receipt or it will be in the beneficiary’s 
file, not the requester’s file. In situations like this, the subject information would be that of 
the beneficiary, not the requester. If a receipt has been consolidated into the beneficiary’s A- 
file, we require consent from the beneficiary or we will close the case as a Failure to Comply 
(FC). See Section 7 for Consent and Verification of Identity. Watch for identical family 
names requesting records of other family members. Please verify all A-Numbers and receipt 
numbers in CIS or CLAIMS to be sure they belong to the person whose records are being 
requested. 

6.2.2 Alien Number 

In the alien number field, enter the subject’s alien number, as provided on the request, as an 
eight-digit or nine-digit number. FIPS will automatically convert all A-Numbers to nine digit 
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numbers by adding leading zeroes. Do not use the preceding ‘A’ or ‘T’ file indicator in 
FIPS. 

6.2.2.1 Always check the A-Number in CIS to be sure it belongs to the correct subject. 
Copying and pasting the A-Number will save you from making a typographical error and 
inadvertently staffing for the wrong file. 

6 . 22.2 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma and verify they are all for the subject. 

6 . 22.3 If you have created the case and you see less than eight digits in the A-Number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 

6.2.2.4 Do not enter the petitioner’s A-Number if the request is only for a copy of an 
unconsolidated petition filed on behalf of someone else. If the request is for all records, 
we would need to staff for the A-Number and receipt file. If the subject of the A-Number 
and beneficiary are different people, you must create multiple cases. 

6.2.2.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-Number of the 
beneficiary, and change the subject name to that of the beneficiary, since we will request 
the beneficiary’s ‘A-file’. We require consent from the beneficiary or the case will be 
closed as Failure to Comply (FC). For more information about this, please refer to 
section 7.2, Verification of Identity. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

• significant interest requests with a topic unrelated to a subject records request. 

You may change the Topic field (unlike the A-Number field) after you have 
created the case. 
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Do not use Topic to describe specific documents such as an 1-130 or immigrant visa if the 
receipt number is unknown - you should specify that in the Discussion notes and in the 
acknowledgement letter. It is always a good idea to read any correspondence you prepare 
to be sure it makes sense. For more information, refer to section 1 8, Acknowledgment 
Letters. When you use Topic, you must check and possibly modify any staffing or 
acknowledgement letters. 

6.2.3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 

6.2.3.2 The format above assists the Mission Support Assistants in locating the files and 
in locating the cases in FIPS when the receipt files come into the facility, and it will make 
it possible for case creators to spot duplicate or similar cases. If you are requesting 
multiple receipt files from the same facility (for the same subject), you may staff for up 
to four receipt files on one staffing sheet. See Staffing Sheet Guide for more guidance. 

6.3.2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See section 8.8, USCIS Personnel 
Information, for more information on handling personnel related requests. In other types 
of situations, put as much of the pertinent information in the description line as space will 
allow. You will need to modify the acknowledgement letter. 

6.3 CASE SPECIFICATIONS 

6.3.1 Track 

Tra ck 35 


6.3.1. 1 Track 1- 

Track I requests for receipt files and requests for partial records such as a specific 
document. A specific document request consists of three documents or less (except 
asylum or refugee requests, which you should create under category Asylum and Alien 
file for refugee requests. Assign those to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The third paragraph of the acknowledgement letter sent to the requester 
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must contain the following paragraph and it must be modified to show the specific 
documents requested: 

We respond to requests on a first-in, first-out basis and on a multi-track system. Your 
request has been placed in the simple track (Track 1). ‘You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified.” 

You should modify the specific document language in the acknowledgement letter 
should to be as close as possible to the way it was stated in the request. 

6.3.1. 1.2 Continue to create the case in Track 1 as Specific Documents. If the requester 
responds that he or she needs the whole file, a FOIA/PA Assistant or Public Information 
Specialist working in Records Locator (which we will refer to as RL) or the Research 
queue can change it to Track 2 at that time. See sections 34-35 for instructions on how to 
change tracks. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and/or lists more than three documents on the G- 
639, please select the category Alien File, Asylum or SFR cases at NRC and make the 
case a Track 2. (See sections 34 for instructions on how to change tracks.) Track 2 
should also be used for cases created for SIG. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 

■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6.3.1.3.1 A supervisor will normally review all incoming FOIA requests and identify 
Track 3 requests. The supervisor will verify that necessary documentation is present 
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with the request. There should be an attached cover sheet indicating to the case 
creator whether the request for Track 3 is approved or denied. 


6.3.1.3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6.3.1.3.3 Already Approved Requests for Track 3 Processing with Pending 
Cases 

Before you create the case, look at the documentation and/or check for a 
duplicate. Sometimes you will find a current, open pending case which is already 
approved for Track 3. If you find another case and it is not a DP case, simply click 
“Send to Research” and you are finished with the case. Add a Discussion to the 
original case, “Research, original case already approved for Track 3 processing please 
attach as CSD”. If it is an exact duplicate request to the existing pending case and 
already approved for Track 3 processing, you will close this case as final action ER- 
Duplicate case. Add a Discussion to the original case, “Research DP Case closed as 
ER, and provide the NRC control number”. (See section 6.4 for information on 
Searching for Duplicates.) 

Track 3 Approval on Pending Cases If you find an existing duplicate pending case 
that was denied Track 3, and has now been approved for Track 3 processing, do not 
create the case. You should send the case to Research, where they will attach the new 
request to the existing case as a CSD, change the case to track 3 and send approval 
notification. Add a Discussion note to original case, “Research, Track 3 upgrade 
needed”. (See sections 34 & 35 for instructions on how to change tracks.) 

6.3.1.3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to “Expedited 
Treatment” in this guide, section 6.3.6 

6.3.1.3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6.3.1.3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 

Follow the instructions on the cover sheet attached to the request. If there is no 
Expedited cover sheet, do not mark either box. Add a Discussion and send the case to 
Unit Chief. A supervisor will approve or deny expedited requests. 
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6.3.1.3.7 New FOIA Requests for Track 3 Processing If the requester specified 
Track 3 processing on a new FOIA request but the request does not have a cover 
sheet, please create the case, evaluate the request and make a determination to 
approve or deny Track 3. If you are unsure, consult your supervisor. 

6.3.1.3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 

6.3. 1.3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6.3.1.3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” 
below the A-Number on the left side on top of the NFTS screen shot on each FIPS 
staffing sheet. Check the barcode at the bottom of the staffing sheet anytime you add 
or modify a staffing sheet. You may have to move the text box up if it interferes with 
the barcode. 


6.3.2 


Type 

Type 


| Privacy Act Request 
| Referral FOIA Request 
| Referral Privacy Act 
| Privacy Act Amendment 
| Referral PA Amendment 


Always select FOIA Request. It will be incumbent upon the processor to verify the 
status of the alien, and to change the case type if necessary. 

Privacy Act Amendments are requests to correct or amend something on the specific 
document or file. This type of request is not for a copy of records or the file. If a request 
is for a ‘Privacy Act Amendment’ please refer to Section 8.13. 


6.3.3 


Source 



V 

Attorney 

Commercial 

Edu ca tion/Scient if ic 

Foreign: Government 

News Media 

Others 


: Representative 


! White House; Congress 

i \ 

ional H 


The source of the request is, quite simply, who is making the request. Is the requester the 
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individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 

• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On aG- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 

If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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M 


6.3.4 Category 

c-Atsymy ; Afeo File 

: AliSn Fils 
appeals 
I Asylum 
I Child Support 
i Citizenship National R&vIrr: 

| Consultation 
I Contract 
i Dshts Ows-d 
[Dual Citizenship 
i Family History 
I Hastlan Refugee immigratio 
I Handbooks, Manuals 
| Inheritance 
Tutotnus .Audit 
\ investigations 
ilegai Immigration &. Family 
; LegalizafenMpmlo Appeal 
i Medical His tory 
: HOK Addresses 
[Nicaraguan & Central Arnes 
iNon- A'File Material 
[OTHER 
IRessidns 
fPorsonnal 

[Proof of Naturalization 
: Referral 

jsFR cases at nrc 
I Special Interest Croup 

l waste. Fraud;. Abuse 

There are 30 different categories of requests. However, the most commonly used ones 
are: 

6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 1951 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 1951 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 

g. Requests for copies of Refugee files/ Asylum files 
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6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, or refugee documents you should create it 
as Asylum, Track 2, or a refugee request as Alien file, Track 2. 

You must update the language in any Track 1 case to specify what documents 
have been requested. See section 9 for CBP and ICE referrals. 

6.3.4.3 Personnel -The requester is seeking information relating to USCIS 
personnel matters, including information related to job vacancies. These are 
Special Interest Group cases but created in the Personnel category. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 
organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case If you believe a request qualifies as a Special Interest 
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Group, create the case in track 2 as normal. Search for duplicates and then 
create the case in the NRC queue, but do not staff or create an 
acknowledgment letter. Prepare an e-mail and Discussion note 
explaining the situation and send to NRC, FO I A S IG . Send the case to 
Unit Chief. 

A Special Interest Group (SIG) processor will review the case and move 
it to their queue if it is truly a SIG case. A Special Interest Group 
processor will then create the staffing and acknowledgment letter. This 
enables the Special Interest Group, responsible for special interest cases, 
to create a report and determine whether the case is actually a Special 
Interest Group case and report it accordingly. If the case creators do not 
mark Special Interest Group cases properly, we have no way to track and 
report these high visibility cases. When in doubt, choose the Special 
Interest Group category in FIPS. The Special Interest Group will sort it 
out later. If you have questions or need to send information regarding SIG 
cases to the Special Interest Group, their e-mail address is: NRC. 
FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 
This category is very important. SFR cases at NRC can apply to cases in any 
processing Track. It does not matter what Track the case is in - if the FCO is 
SFR, you must make the Category “SFR cases at NRC.” 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

A. Naturalization Certificate Files (C-files) from September 27, 1906 to April 1, 
1956 

B. Alien Registration Forms from August 1, 1940 to March 31, 1944 

C. Visa files from July 1, 1924 to March 31, 1944 

D. Registry Files from March 2, 1929 to March 31, 1944 

E. Alien Files (A-files) numbered below 8 million (A8000000) and documents 
therein dated prior to May 1, 1951 


The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, select Category OTHER, 
then do the following: 

a. Create the case. 
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b. Do not staff for any records and do not prepare an 
acknowledgment letter. 

c. Send the case to Unit Chief with a Discussion explaining it is a 
possible Genealogy 

d. Send an email to the designated person who handles genealogy 
cases (The point of contact, currently Donna Brasfield) with the 
control number. 


The designated person will review the request to determine if it is, in fact, a 
genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in the Case 
Create queue to send an acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 

6.3.5 Bureau 


eau 

CIS 


CBP 




V.y.y*y.y. 

ICE % 


The Bureau selections are used to track cases and apply equally to all processing 
Tracks. Bureau should be determined by the location of the file at the time the 
case is created. The three possible selections for Bureau are: 

ICE - Select this when the requester is seeking information in connection with 
deportation hearings and other immigration related litigation (OPLA/DRO/SAC), 
based on the NFTS ICE staffing locations. 

CIS - This is the default in FIPS. Leave it selected unless it falls under ICE or 
CBP. 

CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods. Note; If request is for entry/exit information and the 
requester/subiect provided an alien number, request the file. 
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6.3.6 Is there a request for expedited treatment? 


Expedited! Not Requested vj 

! Requested 

| Granted j 

| Denied i 


A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

( 1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 

or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

A requester who seeks expedited processing must explain in detail the basis of the need 
and submit a separate statement that the facts are certified to be true and correct to the 
best of his or her knowledge and belief. The requester must establish that one of the 
following situations exists in order to receive expedited treatment of his or her FOIA/PA 
request. If a requester asks for expedited processing and fails to meet the criteria, we 
process the request in the appropriate track, using the “first in/first out” rule [See 6 C.F.R. 
§ 5.5(a)], 

6.3.6. 1 Reviewing Expedited Treatment Requests 

The OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. With or without a coversheet attached to the request, you will still need 
to review the request. Helpful review information is listed below: 

A. If you search for duplicates and find the case recently closed as FC or 
NR, refer to the New Request guidelines in 6. 3. 6.4. In any case, you 
must read the entire request carefully to ensure it is or isn’t a new 
FOIA request. Sometimes the request will be similar to the closed case 
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but now the requester is seeking additional documents or is responding 
to the closed case. 

B. If you find an open pending FOIA request or a case closed as PD or 
G1 within 6 months, we consider it a duplicate request with a request 
for expedited treatment. Refer to section 6.4. 

C. If you find a recently closed case with the final action codes of RD, 
RF, DP, or ER, it may also be a duplicate request with a request for 
expedited treatment. Refer to section 6.4 if you determine it is, but 
otherwise refer to section 6. 3.6. 2.3. 

6.3.6.2 Resubmitted for expedited processing: If the requested file has already been 
scanned because of a currently open prior FOIA request that has now been resubmitted 
for expedited processing, do not create the case. You should send the request to Research 
where they will attach the new request to the existing case as a CSD. Helpful steps to 
reviewing duplicate or currently open expedited treatment requests are: 

A. Search and review any existing duplicate cases. 

B. Review the new request documents to ensure it is a duplicate case 
with Expedited Treatment Requested. 

C. Attach the new request as a duplicate (DP) to the current open 
pending FOIA request case. 

D. Enter a Discussion on the original FOIA request case, “To 
Research, Expedited Treatment Requested, and briefly describe 
your findings. 

E. Send the new request to the Research queue. The Research point of 
contact (POC) will attach the new request to the existing/pending 
case as a CSD and complete the expedited approval or denial 
actions, if needed. 

6.3.6.2.1 If expedited processing has been approved based on new information 
and a duplicate (DP) case exists, follow the guidance listed above in sections 
6.3. 6.2, (A-E). 

6.3.6.2.2 If expedited treatment was already denied or approved in the currently 
open prior case, and the supervisor’s decision is the same, if you have not already 
created the case, you may send to Research, where they will attach your request to 
the original case as a CSD. Follow the guidance listed above in section 6.3. 6.2, 
(A-E), or if the case is a duplicate case (all new expedited request documents that 
are the exact same FOIA request documents previously submitted at the same 
time, in a currently open or prior case), follow the guidance in section 6.4, 
Searching for Duplicate Cases. 
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6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed, either close it as DP and send a duplicate letter, create it as a new case, or 
attach as DP, (duplicate) and close with the ER(created in error) final action code, 
based on the situation. To close a case ER, please refer to section 15 of this 
guide. If in doubt, consult your supervisor. Please refer to the section 6.4 on DP 
(duplicate) Cases, and the previous guidance listed above on reviewing expedited 
treatment requests. Create a Discussion with your findings on the original FOIA 
case prior to sending to Research or closing as a DP case. 

6.3.6.3 Sometimes the OA room will miss an expedited request or there is no coversheet 
attached. As you are reading the request, you will notice the requester has asked for 
expedited treatment within the body of their letter, and it would not have been obvious to 
anybody who had not thoroughly read the letter. If this happens, do not select anything 
(requested, approved or denied) in the drop-down box at this time and do not create the 
Expedited Denial Letter, the Acknowledgement letter or the Staffing letter. 

A supervisor must review newly created FOIA Request cases with Expedited Treatment 
requests in the Unit Chief (UC) Queue, before selecting expedited processing or 
addressing the decisions. If the review process was missed and/or the coversheet is 
missing you must then do the following: 

A. Create the case 

B. Enter a Discussion prior to sending to the UC (Unit Chief Queue) 

“Expedited Treatment Requested per page(s) , denied/approved” 

C. Send the request to UC (Unit Chief Queue) 

D. E-mail your supervisor with NRC FOIA Request number and the 
details. 

E. Send the request to UC (Unit Chief Queue). 

When the case is returned to you from the Unit Chief in the Case Create queue, review 
the decision, refer to 6. 3. 6.4 or 6.3. 6. 5 whichever applies. 

6.3.6.4 If the supervisor granted expedited processing, you will not create an Expedited 
Denial Letter, of course. You must select “ Granted ” in the Expedited drop-down box. 
When you create the acknowledgement letter, it will not address the fact that Expedited 
Treatment is granted. 

A. Select “Granted” in the Expedited drop-down box. 

B. When you create the acknowledgement letter, it will not address the fact 
that Expedited Treatment is granted. After completing the 
acknowledgement letter you will then need to create a “Blank Letter” and 
add the following: “This letter serves to notify you that your case has 
been approved for expedited processing.” Make sure you review both 
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letters for accuracy and complete the selected processes by saving each 
letter and by checking the letters in. 

C. Create a Discussion “Expedited Approved by supervisor.” 

D. Complete any remaining actions as needed. You have now completed the 
Expedited Treatment Request as approved per the Unit Chief/Supervisor’s 
guidance. 

USCIS denies most requests for expedited treatment because the requester fails to 
establish either of the necessary criteria. 

6.3.6.5 If the supervisor has indicated denial, you must select ‘ Denied ” in the Expedited 
drop-box. After this, you should create the Expedited Denial Letter. If the supervisor 
denied expedited processing, we must advise the requester of the criteria for expediting a 
request and offer an opportunity to resubmit additional justification. The requester also 
has the right to appeal the decision to the USCIS FOIA Appeals Office. 

A. Select expedited denied by clicking on the Expedited drop down box. 

B. Advise the requester in this denial letter of the criteria for expediting a 
request and offer an opportunity to resubmit additional justification. 
The requester also has the right to appeal the decision to the USCIS 
FOIA Appeals Office. Select the Expedited Denial Letter. A Word 
document explaining the denial and appeal rights will pop up. After 
you have done any editing necessary, save the document and check it 
back in. 

C. Enter a final Discussion note “Expedited Denied by supervisor.” 

D. Complete any remaining actions as needed. You have now completed 
the Expedited Treatment Request, denied per the Unit 
Chief/Supervisor’s guidance. 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
section 6. 3. 1.3. 
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A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it in. 


If you have made expedited granted selection, your acknowledgement letter will not 
address expedited treatment granted. Refer to section 6.3. 6.4, for granted letter guidance. 


6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case , you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. The Supervisor will make the determination or the supervisor will 
make a statement to that effect on the cover sheet, and of course, in such a situation, you 
would not mark the child cases as expedited treatment requests. Send the case to the Unit 
Chief Queue (UC) if an approval or denial is needed. Refer to Multiple Case Guidance 
when creating multiple cases. 
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6.3.6.8 If there is an Expedited Treatment Requested cover sheet, but for any reason, the 
disposition of the case is to Up-front Approver, then please change the Expedited drop- 
down box to “Not Requested” before you send the case to Up-front Approver. Because 
we are not generating a letter regarding expedited treatment denial or grant, and because 
it would cause erroneous reporting of Expedited Treatment Requests, you must change it 
to “Not Requested.” 

6.3.7 Is there a request for fee waiver? 


Fee Waiver 

j Requested 
j Granted 
I Denied 


The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 

A requester must meet two requirements in order for USCIS to grant a fee waiver: 

1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and F e e Waivers.” 

Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. The supervisor may determine to deny based upon 
the two criteria listed above. If the supervisor marked denied, you must select “Denied” 
in the Fee Waiver drop-down box on the FIPS worksheet. Regardless of the decision on 
the fee waiver, you must insert a Discussion in FIPS indicating that you addressed the fee 
waiver request. 

Fee Waiver Denied with Coversheet 

A. Select “Denied” in the Fee Waiver drop-down box. 

B. Create a Specialty Letter and select Fee Waiver Denied. 
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6.3.7.2 When you are finished creating a case with a fee waiver denial, create a Specialty 
Letter and select Fee Waiver Denied, edit the document if necessary and then create the 
case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet ) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 

Fee Waiver Request Without Coversheet 

A. Do not select anything in the Fee Waiver Request drop down box 

B. Create the case, but do not staff or create acknowledgement letter 

C. Add a Discussion note and send to Unit Chief 

D. Send an e-mail to your supervisor 

E. After a decision is made, the case will be returned to your Case Create 
queue 

F. Then use 6.3. 7.4 for denied or 6.3. 7.5 for granted, whichever applies. 

6.3.7.4 Fee Waiver Denied 

A. Select “Denied” in the Fee Waiver drop-down box. 

B. Create a Specialty Letter and select Fee Waiver Denied. 

6.3.7.5 Fee Waiver Granted 

A. Select “Granted” in the Fee Waiver drop-down box. After the case has 
been created as normal, 

B. Create a Blank Letter with the following sentence included, “This is to 
inform you that your request for a fee waiver has been granted.” 

6.3.1. 6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” and click Save before you send the case to Up-front 
Approver . Because we are not generating a letter regarding Fee Waiver denial or grant, 
and because it would cause erroneous reporting of Fee Waiver Requests, you must 
change it to “Not Requested.” If you are closing the case Up-front, do not generate a 
letter regarding whether the Fee Waiver was denied or granted. If you are not sure, 
please consult your supervisor. 
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6.3.8 Print to CD 

□ Print To Cp] 

El PA Cited 
Li In Litigation ** 

E In Circular Search 
LJ Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 

RULES FOR UNCHECKING “PRINT TO CD” 

6.3.8.1 Unchecking the Print to CD Box 

Uncheck the “Print to CD box” on any case where the mailing address of requester is 
to a correctional facility or unless the requester specified paper in the initial request 
letter. 

6.3.8.2 If the mailing address is foreign, it does not matter if they ask for paper. We 
are sending it on CD. If you are unsure, please consult your supervisor. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the sentence that begins with “This office will be 
providing your records on a Compact Disc (CD)” and replacing it with a paragraph 
that reads “This office will be providing your records on paper.” 

6.3.8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6.3.8.5 If a requester in the United States specifically asks for his or her records on 
paper, uncheck “Print to CD” box create a Discussion note citing the reason. In such 
an instance, you must modify the acknowledgment letter so that we do not tell the 
requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by removing the paragraph that begins with “This office will 
be providing your records on a Compact Disc (CD)” and replace it with a paragraph 
that reads “This office will be providing your records on paper.” 
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6.3.9 Is this a delinquent requester? 

□ Print To CD 
El PA Cited 
Li In Litigation ** 

E In Circular S earch 
I Delinquent I 


The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 


I Sequester Information 


Sage Morgan 

123 Drive 

Lees Summit MO 64086 


(8 3 6) 555-5555 

sage@yahoe.aim Copy tG Seb ^ ct 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 


i Requester Information 


Sage Morgan Srft 

123 Drive 

Lees Summit MO 64085 



(816) 555-5555 
s a ge^ yahoo ..com 


The query results appear in a separate window. 



75 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1623 




If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6.3.9. 1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

6.3.9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6.3.9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 

Contents Discussions Case Actions || 

Task Status 

iCreate£asej Not Started: 

5earcH\j)F Duplicate Cases Not Started 


When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 


NOTE: A FOIA/PA Assistant or Public Information Specialist working in Records 
Locator queue may need to cancel pending requester documentation for cases pending 
payment of fees due to a prior delinquent status that has been removed, because the 
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system does not. 

If the FOIA/PA Assistant or Public Information Specialist working in Records Locator 
queue does cancel pending requester documentation, he or she should generate a new 
acknowledgement letter and staff the case as usual. 

If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter, save the letter and check it in 

We will take no further action until the delinquency is resolved. Please pend. 


| Records locator: 

i: Case Processor : : 

|| Case: fippiTve. - : 

ij Unit chief 

)l Up-lrant Approver . 


: : : Reassign Office j[: 

Send: to Research: : : :!; : Deie 

•t*9j ■ 


Before you move to another part of the case create process, click: 



6.4 SEARCH FOR DUPLICATE CASES 

Before you begin filling in the worksheet, you should look for duplicates. Duplicate cases are 
cases in which the request was submitted multiple times to the Service, or was inadvertently 
scanned into FIPS multiple times, or are cases that we previously processed. To be considered a 
duplicate, a request must be from the same requester, include the same request documents dated 
on or about the same date and is seeking the same information about the same subject. Requests 
with ICE or CBP transfer or referral letters, receiving offices will transfer these requests to NRC. 
The letters must be attached to the open pending original case as a CSD and they are not 
considered (duplicate) DP cases. Send the case to research. 

Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
receiving offices will then in turn, transfer these requests to NRC. These are true duplicate cases 
when an office has already processed this request with a final action code of either PI) or Gl. If 
the original case is ready to be processed, send to research to attach as a CSD. If we closed a 
previous case FC and the requester is now providing additional information, it is not a duplicate. 

This does not include instances in which the requester has faxed the request and then mailed it. 

If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Follow the 
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guidance in section 6.4. Set this case as a DP (duplicate) case to the open pending original case 
and close your case with a final action code of ER. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the requester did not provide an alien number, you may search 
by the subject’s last name and first name, or even by the requester’s last name and first name. 
You may use a percent sign (%) as a wild-card for these searches. For example, if the 
requester’s name is Jaime Vazquez, but you see he also has spelled his name Vasquez - you can 
search by Subject Last Name “Va%quez” and Subject First Name “Jaime.” We may have 
created a case for him before using either the name Vasquez or Vazquez, and we may have 
included his second last name, Hernandez. If you search “Va%que%” it will find all three of 
those variations, but be careful - if the subject has a very common name, you might get hundreds 
of matches. If the subject has multiple A-Numbers, you must search for each one. Sometimes 
they will provide an A-Number that has consolidated into another file. You may stop searching 
if you determine that those A-Numbers have been consolidated. Staff only for the survivor file 
- never a consolidated file. 
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Ordinarily, you will get a blank result. 


Processing 


Control Scanned Requester's Requester' 5 Las? First Middle T opfc a Status Category FrnaS In 

Number L ast Name First Name Na me Name Name N umber Action Lit igatton 

Search Compete K '• \ Search Again i 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 




Sfijsrf 




; :i L . . IS®; 


f : H>Sv?.CTi-cwa>0r;^«o* " WnkQto&m -'^.5. 

8-** fofamraSsr! 

CwM fhuwfe Ri&wwtof s ^taquest fir's i&A Bam* 

tastKame FfrsiNem* 

*£> % Msacil? 035 ?04 5/25;'2C:3:0 Stf&OCi *\M Uira 6 : - - ..wi 


Ccnt&KS . tfisCSSSj^SS CcJSfi ASv&ns HiSiCfy 

: - -® ;V; •" v ■ v ■ "" "■ '•'••• • • •'•••• • • • •'•••• • • •••••• • • ••••••’ : ■ - v • : •••••• 

Cf.sa?* C&ise Hot Started 


Sv5^:ht r$t Duptfc** * Casss ftot Started 


Riactrds L*c3?w i Caw ^ucas*t>:’ Ji C&sv typwyr ;j u : nfccW jj upTrwtf A*'pyrv<::' i; ji. ??*<’ 


2 of 2 65. 7% 'w-m 1 

If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of 
it) to open the matching case and carefully review it to be sure it is a duplicate To be a 
“true duplicate,” it needs to be the same requester, seeking the same information about 
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the same subject. Also, duplicate would not apply if the original case closed FC unless 
we are still missing the same information that caused the case to close. 




WPS v? ,7; Training buiSci 06 r Work Qt 

?hw««s&*3 F«8 Information 


ta&t 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

A. If there has been a case that was closed G1 or PD within six months from same 
requester - 

B. This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a “true duplicate” of another case and 
closed G1 or PD within six months from same requester, you will select “Set this case as 
duplicate to original case” as follows: 


II? -it 


FIPS V?.C 06 v‘ Y'/oik Qijsoss 


Last Wmm 

#^^RC2O10O38SOa 5/26/2010 &M'M AM Figueroa 
[ s?t TlS C3&? A 
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If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” with the case number of the other case in each of the cases, so that a processor or approver 
can review both. 

If the date of the request is either the same as your request or within a very few days and: 

A. The requester is the same, and 

B. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Attach the case as a duplicate case by selecting “Set this 
case as duplicate to original case”, next select “Create Case” and close the case with a final 
action code of ER , enter a case Discussion and send the case to the Up-front Approver. 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 

6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 


Contents ' : * 

Discussions Case Actions 

ffrsit 

Search For Duoticate Gas 

Siattis 

egi Not Started 

Create Additional Cases 

Not Started 

Create File Request 

Not Started 

Acknowledgement Letter 

Not Started 

Final Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index Letter 

Not Started 
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Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When you have 
entered all criteria, click Submit. 


(b)(6) 


The Search Results screen lists any FIPS cases that match the selected criteria. 

To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 



Case Info 



Control Number Scanned 

Requester's 
Last Name 

first Name 

Last Name 

First 

Name 

Middle 

Name 


5/9/2002 6; 00:00- AM 

Johnson Esq Laurence 

Malubwama 

Teopista 


^ & 


10/3I/20G2 6:00:00 AM Steel Esq 

Richard: 

Shin 

U : n 

Soak 



5/3/2010 1:34:12 PM 

Site! 

Sam 

Site) 

Rick 




5/3/2010 1:34:12 PM 

Site! 

Sam 

Site) 

Rick 


# & ^ 


5/4/2010 1:22:47 PM 

Site! 

Sam 

Sitel 

Rex.Anne 


# % * 


5/6/2010 3:02:43- PM 

Richards 

Tim 

Richards 

Vifei 

Rae 


[ Search Complete j I Search Again 


A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

|| Processing 

Copied 1 doeomesits wiitfaoiri redactions. 


The responsive records now appear in the Contents List of the new case: 

:;f : ‘ ‘ ;||§| Tasks Discussions Csss Actions 

□ : : K.i $ 0 - ilRN 

:|§ Request Letter 1 Scanned 8/20/20 To 4; 04: 41 PM 


7 CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


Consent, for the purposes of FOIA/PA is written agreement, approval or permission for access to 
information in the record by the competent individual to whom the record pertains. The case 
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creator must review the request and supporting documents to determine if proper consent is 
present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 

6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

This includes requests for any consolidated petitions the requester or petitioner submitted or 
provided on behalf of the beneficiary (subject of record, SOR). We must always have 
beneficiary or subject of records consent if the petition has been consolidated into the 
beneficiary’ s A-file. If we need the subject ’s A- file, we need consent from the subject of record 
If the petition has not been consolidated into the beneficiary’s A-file, we may staff for it with 
consent of either the petitioner or the beneficiary. 

A person does not need to sign consent to request his or her own file. 

Consent could be: 

A. Block 3 on Form G-639, or 

B. A properly executed Form G-28, or 

C. A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 


7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No consent is necessary from the minor child or the 
person judicially determined to be incompetent, however the parent/guardian must provide his or 
her own verification of identity that is notarized or signed under penalty of perjury [6 C.F.R. § 
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5.21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Request the proof of parentage by marking “other” on the requester documents page and insert 
the following 


• If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the fonn of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. If a guardian is filing on behalf of a minor or person judicially 
determined to be incompetent, he or she must submit proof of guardianship. The signature of the 
parent/guardian must be notarized or signed under penalty of pequry. Minors may also request 
their own files themselves. They do not have to have the consent of a parent or guardian to make 
this request. An attorney may also represent a minor. 

You may need to modify the font on the requester documents section “other field” if needed, to 
fit onto the one page without interfering with the FIPS barcode on the bottom of the page. Do not 
modify the acknowledgement letter. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity (VOI) 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 
Do not confuse verification of identity with consent. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 

By 8 CFR § 5.21, we must have five items - name, current address, place of birth, date of birth 
and signature. The signature must be notarized or signed under penalty of perjury. If the 
requester does not provide all five items, we will close the case as FC and insert the unperfected 
request language in the FC letter. We are required to conduct a thorough search as long as we 
have the required information. 

If we have consent and verification of identity , but are unable to confirm a match because of 
multiple matches or a possible match, We may need more information to verify that we have the 
right file (i.e. parents names, alias names, alien number/receipt number). If we ask them for 
additional information, the information they send back to us does not have to be signed under 
penalty of perjury or notarized. Do not request any information that has been marked as 
unknown or otherwise indicated that they do not know it. The requester may indicate that he or 
she does not know date of birth or place of birth, and we will still conduct a search. If the 
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requester declines to provide us with date of birth or place of birth, we will close the case FC. 
Please refer to section 16, FC (failure to comply) CASE CLOSINGS of this guide. 

In addition, on February 17th, 2011, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. We will continue to accept these as 
long as they are notarized or signed under penalty of perjury or include a sworn Jurat/ Affidavit. 

6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

A. Full Name 

B. Current address 

C. Date of Birth 

D. Place of Birth 

E. Signature under penalty of perjury or signature notarized 

When you review the case and determine the requester did not provide all five required pieces of 
information, you will close the case as a failure to comply (FC). Please refer to Section 16: FC 
Case closings. Some examples of failure to comply (FC) are listed below. 

A. A requester who provides full name, current address and alien number only has not 
provided sufficient verification of identity. The date and place of birth are missing. If 
any of the five required items is missing, close as a failure to comply (FC). 

B. G-639 Self Requests when the subject has signed only the first page and the second page 
does not contain the signature of the subject but has been notarized. The Verification of 
Identity section was not signed. Close as a failure to comply. 

C. If the requester is asking for records concerning another (living) individual, and if there is 
only one signature and it is not signed under penalty of peijury nor notarized, close as a 
failure to comply. 

D. If the subject of record failed to sign consent, and it is not a self-request, close as a failure 
to comply. 

Closing as Failure to Comply for Verification of Identity and/or Consent (FC): Please refer 
to section 16 of this guide. 

More information about VOI: The subject of record must sign the request and his or her 
signature must either be notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu 
of notarized signature). 

A. The notarized signature of the subject or the signature under penalty of peijury does not 
need to be on the G-639. 

B If a requester has inserted the penalty of perjury statement on ANY document, and the 
subject of record has signed the document, it fulfills the requirement to verify identity. 
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C. The subject of record may have signed a separate letter, or any piece of paper including a 
G-28, but then only if the penalty of perjury statement is directly above the signature of 
the subject of record. 

D. DOJ-361, Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of peijury or a notarized signature. 

E. For verification of identity, we will accept a statement containing the subject's name, 
current address, date of birth, and place of birth that is signed under penalty of peijury or 
notarized, or a sworn Jurat/Affidavit. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of_ perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or permitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that the foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

7.3 Reasonable Description of Records Being Sought: 


87 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1635 



7.3.1 Finding a Single Match 


If the requester provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request {staff for) the Alien file if there is only one 
match and there is no other indicator that it may not be the correct subject of record. If the 
requester provided the required information and we do not find a match or a possible match, and 
the subject of record would have entered the United States after 1975, we do not send out for 
additional information. You will prepare a No Record (NR) final action letter and close the case 
(see section 12.7.6, No Record). 

If the requester believes we have records, he or she may provide additional information in order 
to open a new request and have us conduct a second search. Always create a Discussion 
addressed to the case processor (CP), justifying why you sent for additional information and 
whenever you staff for a possible match based on best available information. 

7.3.2 Finding Multiple Matches 

You may possibly find multiple matches, and you may be unable to confirm a match to the 
records due to limited information provided by the requester. Common subject names will result 
in multiple name and date of birth matches. You may find no matches at all. You may need all 
the beneficiary and petitioner PII to find a petition. In situations like this, we do not have a 
reasonable description of the records the requester wants. We will have to send for additional 
requester documentation, specifically: 

A. Alien Number (if known) 

B. Application/Petition Receipt Number (if known). 

Additionally, we may ask for items of information such as mother’s and father’s names. If you 
have found more than one possible match, and those matches have parents’ names in CIS, we 
can narrow our search or confirm we have the right A-Number. The requester is not required by 
law or regulation to provide that information, but if the requester does not, we may be unable to 
locate a responsive record. 

Please request the additional PH with your Acknowledgement Letter. Check all relevant boxes 
on the requester documentation worksheet, save the letter and check it in. Do not staff for a file 
if you are sending for requester documentation. In the “Contents” tab, you will see a Pending slot 
for Requester Documentation. Send the case to Pend. After we receive a response from the 
requester, a FOIA/PA Assistant or Public Information Specialist working in Records Locator 
queue will request the file. The processor will use the requested information to verify the release 
of the correct records. 

Note: if the requester entered “unknown,” or “none” for any element of the above PII, please do 
not request this information as part of the Acknowledgement Letter. For example, if the 
requester entered “unknown,” “none” or “N/A” under Alien Number, it does not make sense to 
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ask for their A-Number. You may have to use discretion. If you found parents’ names in CIS 
and it would help to match the person to the A-Number, you may ask them for parents’ names, 
even though the requester may have entered “unknown,” “none” or “N/A” under Father ’s Name 
and Mother ’s Name. If in doubt, please consult a supervisor. 

7.3.3 Researching Considerations 

7.3.3. 1 If you do not find a confirmed match, refer to Section 8, CASE CREATE 
SITUATIONS/OTHER PROBLEMS. 

7.3. 3. 2 Verify the requester is not asking for specific documents we would normally refer 
(RF) or Transfer (TR) and is not a part of the “Bracero Program” (section 8.6), or 
entered into the United States prior to 1975 (section 12.7.5), Genealogy (section 
6. 3. 4. 6), etc. 

7.3. 3. 3 After you make sure none of the above situations apply, you will then need to close 
the case as a No Record, (NR) final action code. Please refer to section 12.7.6, No 
Record. 

7.3. 3. 4 Always create a Discussion to document your findings and the reason you decided to 
request the additional information. If you do not enter a Discussion, the Records 
Locator (RL) and Case Processor (CP) will not know what you found in your 
searches. 

If you send an acknowledgment letter requesting additional information, please do not request a 
file. This is to avoid having to pay for the file scan if the requester does not respond with 
additional information. Also, if we have to ask for additional information, we probably do not 
have enough information to staff for a file. 

7.3.4 Requesting Additional Information with the Acknowledgement Letter 

7.3.4. 1 Go to the “Tasks” tab and select “Acknowledgement Letter” 

7. 3. 4. 2 After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options 
screen will open. Options on this screen will allow you to ask for other 
documentation and will also allow you to add a Track 3 Denial or Lost File 
paragraph. 

7.3.4 3 We then click on “Generate Letter.” Our only option at that point is to click OK 

7.3. 4.4 As soon as you do, a File Save pop-up window will appear. Click “Save.” 

7.3 .4.5 The acknowledgment letter will pop up 

7.3. 4.6 The acknowledgement letter has a third page. Do not change the wording on the 
acknowledgement page without specific supervisory instruction to do so unless it is a 
Track 1 Request. In Track 1 cases we modify the acknowledgement (ack) letter by 
adding the specific documents language. You may add information after the “Other” 
checkbox to clarify what information we need. Double-click in the area you need 
additional information, select the radio button marked “Checked” and then click OK 
for each item of information you need. 
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7.3. 4. 7 You save the document, exit Word, and check the document in, click “Open” and you 
will notice that there is now a slot for “Requester Documentation” and the 
Responsive Unit is “Requester.” 

7.3. 4.8 Create a Discussion explaining why you needed to request additional information 

7. 3. 4. 9 Pend when you are finished. 

7.3.4.10 When the requester provides the additional information, A FOIA/PA Assistant or 
Public Information Specialist working in Records Locator queue will request the 
records. 


Screen shots including step by step guidance follow. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph. 
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Successfully generated letter Acknowledgement Letter-FOIA. 
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As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up. 
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Deal 1: 


We received your request for information relating to Cluis P. Bacon on December 02, 2010. 

Yoiu request is being handled under the provisions of the Freedom of Information Act (5 U,S.C. § 552). 

It has been assigned the following control number- NRC2 010000806. Please cite tins number in all future 
correspondence about your request. 

We respond to requests on a fust- in, fu st-out basis and on a multi-hack system Your request has been 
^ placed in the complex track (Track 2). You may wish to narrow your request to a specific document in 
order to be eligible for the faster track To do so, please send a written request, identifying the specific 
document sought, to the address above We will notify you if your request is placed m the simple track. 

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5 3(c)), vom request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
* charged for searching for records sought at the respective vlerical professional, and/or managerial rates of 
$4.00 S 7 00 $10.25 per quarter hour and for duplication of copies at the rate of $ 10 per copy The first 
100 copies and two hours of search tune are not dial ged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees Most requests do not require any 
fees; however, if fees in excess of $25.00 ar e required, we will notify you bef orehand. 

r . Tliis office will be providing youi records on a Compact Disc (CD) for use on your personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
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All requested mfomintioii is checked below 


ll| Consent: It appears that you are requesting records about another individual. If that is the ease, 
please submit either (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) pi oof that that individual is deceased, eg. a copy of a death certificate or an 
obituary. See o CFR §5. 3(a) 

||: Verification of Identify: It appears that you are requesting records about another individual. If 

that is the case, along with the consent requested above, please submit a statement prepared by that 
individual in which the individual A erifies Ins liei identity by submitting his her full name, curient 
addi ess, date of birth, and place of biith Tins statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of perjury as a substitute for notarization. 6 CFR §§ 5.3(a) and 5.21(d). 


HI Verification of Identify: It appears that you are requesting records about yourself If that is the 
case, please verify your identity by submitting a statement containing y our full name, current address, 
date of birth, and place of bii th Tins statement must be signed and the signature must either be notarized 
or submitted by you under 28 USC §1 746.. a law that permits statements to be made under penalty of 


perjury as a substitute for notarization. 6 CFR 


5(a) and 5.21(d). 


1 Description of Records Sought: We have determined that your request does not reasonably 
describe the records that are being sought Please provide the following additional information': 

Hit Subject' s Alien Number 

B5 Subject's ApphcatioiiRetition Receipt Number 

!§ Name o f Sub j e c V s P arents 

HI Other Names Used by Subject 

H3 Other : Name of the person who filed the petition for you, when it was filed, other 

information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the requester. Please include the NP.C number listed above on all correspondence with this office. 
Requests may be mailed to the FOIA PA Officer at the PC Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-5785. You may also submit FOIAPA related requests to our e-mail address at 
users . foia $dhs . gov. 
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The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. In Track 1 cases we must modify the acknowledgement 
(ack) letter by adding the specific documents language. You may add information after the 
“Other” checkbox to clarify what information we need. Double-click in the area you need 
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additional information, select the radio button marked “Checked” and then click OK for each 
item of information you need. 
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Calculate on exit 
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The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in. 
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You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, create a Discussion and send the case to “Pend.” 
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When the requester provides the additional information, a FOIA/PA Assistant or Public 
Information Specialist working in Records Locator queue will request the records. 


96 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1644 



7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verijy ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent close the case as a failure to comply (FC). It may be obvious 
from the request that the requester will not be able to obtain consent from the subject of record. 
If you have a doubt, consult your supervisor. 

Third party requesters are not entitled to any public documents that may be in the file they are 
seeking, nor documents they provided in support of an application or petition. For example, if a wife 
is looking for a copy of her husband’s file so that she may divorce him, and says in her request letter 
that she does not know where he is or says she cannot get his consent, do not send a request back to 
her for her husband’s consent. In a situation like this, create a Discussion for the Up-front Approver 
and close the case as a Failure to Comply. Reference Section 16 FC (failure to Comply) Case 
Closings. 

7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 

If the requester says the subject is deceased and did not provide proof of death, but the subject is 
not over 100, we must send for requester documentation. If that is the situation, do not staff for 
the file. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their co- 
workers and then supervisors. If the problem cannot be resolved, the creator should create a 
Discussion and send the case to the Unit Chief and send an e-mail to the supervisor for 
clarification. If it is not a situation that needs clarification but some type of FIPS error, send an 
e-mail to the FIPS Problem mailbox (NRC, FIPSPROBLEM), or in other situations to the MSB 
mailbox (NRC, NRCFOIAMSB). 


8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please close the case ER, insert a Discussion and then send the case 
to Up-front Approver. Send an e-mail to NRC, FOIAOA with the case information. The 
supervisor will review and close the case. A person may be using the consulate’s address, and 
that is not the same thing as a request from a foreign consulate. If the subject mailed the request 
and wrote the consulate’s address on the G-639, then you should use the subject’s address from 
the envelope and set it up as a self-request. If you are unsure about which address to use, please 
consult your supervisor. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, or if they are asking for 
an 1-20 which is a student visa, then you should refer (RF) the request to ICE, since that record 
will be tracked in SEVIS (Student and Exchange Visitor Information System.) An example of a 
“refer to ICE” type request might be: “Type of visa, visa number and legal documents allowing 
entry into the US. The subject was a student at the University of Nebraska.” See section 9, 
Referral and Redirection. 

Otherwise, redirect (RD) the requester to Department of State. An example of a “re-direct to 
State” type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal 
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documents allowing entry into the US. The subject visited Disney World and Cape Canaveral 
and entered at Orlando International Airport.” See section 9, Referral and Redirection. 


8.3 Routine use requests 

USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, you will close this case as “Created in Error” (ER). 
The only exception to this rule is if there is a cover sheet with instructions to create as FOIA. 

If you are not sure if the case is a routine use case, do not close the case as ER. Seek supervisory 
guidance. If you are not able to seek guidance, create a Discussion and send the case to the Unit 
Chief (UC) and e-mail the supervisor. 

Closing as ER- Routine Use cases 

A. Select the “Final Action Letter” from the Tasks tab, select “ER” from the final action 
codes list. FIPS will not generate a letter. 

B. Print the request and place a cover sheet on the request with the comment “Supervisor: 
Routine Use. Not a FOIA-Request. Do not scan into FIPS.” 

C. Create a Discussion with your findings for the Up-front Approver, “UFA-This case is a 
Routine Use case” and explain why. 

D. Move the case to the Up Front Approver queue. 

E. Give the printed copy to your supervisor and follow up by sending an e-mail with the 
NRC control number and requester name to your supervisor 
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8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 


Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. 

Closing as ER- Bond Obligor Cases 

A. Select the “Final Action Letter” from the Tasks tab, select “ER” from the final action 
codes list. FIPS will not generate a letter. 

B. Create a Discussion with your findings for the Up Front Approver, “UFA-This case is a 
Bond Obligor Case” and explain why. 

C. Move the case to the Up Front Approver queue. 

D. Please send an e-mail to your supervisor and NRC, FOIAOA and provide the REQ 
number or control number, and also include the requester’s name. 

The OA room will mail the request to ICE. 


8.5 REQUESTS: A-Number Only 

If a requester/subject is asking for his or her alien number only, follow these steps: 

A. Search CIS with the information provided on the request to locate an A-Number. 

B. If you locate an A-Number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

C. You must have VOI and possibly consent in order to proceed. If consent or any required 
PII is missing, close as Failure to Comply (FC). Reference section 16, FC Case Closings. 

D. If you do have adequate VOI: 

E. Print a copy of CIS 9101 screen. 

F. Create a File Request to RAF ACS and leave the “Customize Letter” button selected. 

G. Create a Discussion “CP, A-file number only requested”. 
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H. Attach a “Scan As” cover sheet to the screen print, mark the box “Responsive Records” 
and take to a person designated to scan RAFACS-only responsive records. 

I. You will not staff for the Alien file. When the alien is requesting A-number only, the CP 
will be using the 9101 screen print as responsive records. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records (9101, CIS Screen Print) are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 

A. Begin with a thorough search of CIS, CLAIMS and PCQS. 

B. If you find a record, please staff for the file. If you do not find a record, you will be 
requesting a manual search. 

C. Create a Records Indexing Staffing and enter all information provided by the requester. 

D. Enter a Discussion note 

E. Pend for the manual search. 

From the Records Locator Queue, if the manual search staffing response produces no record, 
generate a “NR” letter and send the case to Up-front Approver. The supervisor will review and 
close the case. Reference Section 12.7.6 No Record (NR) for Final Action NR. 

For the Records Indexing letter which is used to paste onto the FIPS staffing Sheet, 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create References. 

Or Enterprise Collaboration, ECN Network /Case Create Library 
http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/default.aspx 
Select the “RECORD S INDEXER” letter and copy paste the Records Indexing staffing sheet 
onto the end of the FIPS request letter. Press Ctrl+Enter at the bottom of the FIPS letter to insert 
a page break and paste in the letter. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 
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The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. Create a 
Discussion asking the CP to provide this NARA contact information, if no other records are 
found in the Records Indexing search. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 

8.7 REQUESTS: Referrals and Consultations Received From Other 
Agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. 

A. A transmittal memorandum advising us to respond directly to the referring agency is a 
consultation. 

B. A transmittal memorandum advising us to reply directly to the requester is a referral. 

Create a Discussion and send the case to processor. Send an e-mail to NRC, NRCFOIAMSB 
advising them that you have created the case and that it is a referral/consultation from another 
agency. Include the subject’s name and the NRC control number. 

8.8 REQUESTS: USCIS Personnel Information 

Requests that deal specifically with USCIS vacancy announcements, performance ratings and 
awards are scanned and handled in the HQS queue by the Special Interest Group. 

A. If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case. Create the case as a Track 2 case. Use PER for the category and CIS for 
the bureau, in the “Topic” field, enter the vacancy announcement number. 

B. Create a Discussion on your findings. 

C. Send an e-mail to NRC, FOIASIG with the case information and NRC control number. 

D. Do not send the acknowledgement letter or staff for the file. 

8.9 REQUESTS: Official Personnel File 
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You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 

You will be closing the case as NA (FOIA or PA not applicable). Please refer to section 14 of 
this guide. 

8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. Create a 
Discussion identifying the case as a Red Cross request. 

8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. Reference section 8.3 REQUESTS: Routine 
use. 


8.12 REQUESTS: Return of original documents 

Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. Create the case as normal and 
insert the language in the acknowledgement letter. For return of original documents, the 
requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following language in the acknowledgement letter: 

hi your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 
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A. If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, close the 
case as “ER” (created in error). To close a case ER, please refer to section 15 of this 
guide. 

B. When you close a case ER, FIPS does not create a Final Action letter. You will need to 
create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. 

C. Attach a cover sheet on one copy to be scanned in as a CSD and send the other copy to 
the OA room for mailing to the requester. 

D. Include a detailed Discussion note on your findings. 

E. Send the case to Up-front Approver. The supervisor will review and close the case. 

The Case Resolution Team at the NRC handles all G-884’s (Request for Return of Original 
Documents). OA ordinarily forwards any requests for return of original documents to Case 
Resolution. Print a copy of the request. Attach a coversheet to the copy of the request and write 
“OA- Do Not Scan, G-884 Request for Return of Original Documents.” Deliver the copy to the 
OA Room. They will forward it to the Case Resolution team if they have not done so already. 

8.13 REQUESTS: Privacy Act Amendment (A request to correct/amend 
records etc.) 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

A. Begin as usual, filling in requester and subject information and searching for duplicates. 

B. Select Privacy Act Amendment - not FOIA Request. 

C. Assign it to Track 2. Assign it to Category: Special Interest Group. 

D. Create the case. 

E. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

F. Create a Discussion and send the case to the Unit Chief (UC). You are now ready to 
move on to the next case. 

G. You do not reassign the office. A Special Interest Group person will change the Office to 
“COW” by clicking “SAVE” and then clicking “Reassign Office.” 

8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 
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A. Insert a Discussion titled “Untranslated Documents” and the reference page numbers 

B. Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB 

C. Send the case to Unit Chief 

D. After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 

8.15 SITUATION: Congressional Correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to NRC, NRCFOIAMSB advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject is 
not in the request, please contact a member of the MSB for more guidance. Reference section 28 
CONGRESSIONAL REQUESTS AND APPEALS. 

8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 

In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo used to 
print the request. 

A. Select “Print.” FIPS will then print out all the pages of the request. 

B. Retrieve those pages and take them to the designated appeals point of contact (currently 
Claire Gage). After you are sure the pages printed correctly and you have control of 
those pages, click “Delete.” This is possibly the only time you ever click “Delete.” 
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Before you press Delete, you should have the printed request in your hands and not still on the 
printer. Once you press Delete, there is no way to get the information back. 
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8.17 SITUATION: New requests received on the 1-694 


If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (ENA), scanned as 
the FOIA request letter, this is a legitimate request. The Administrative Appeals Office sends 
this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this 1-694 request, the words “NEW REQUEST” should have been 
written on the top of the form before scanning. Please note the request may not have a current 
date. There should already be responsive records in the case. 

A. Create the case. 

B. When you prepare the acknowledgment letter, request VOI and/or consent if needed. 
Most often, you will have to request adequate VOI. Please take note: We do not close 
an 1-694 request FC for not providing all the required elements of VOI with the original 
request. 

C. Create a Discussion for the CP. 

D. If VOI or consent is not necessary and there are responsive records already scanned in, 
send the case to processor. 

8.18 SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. 

A. Create the case. 

B. Create a Discussion with findings for the Up-front Approver to close as ER 

C. Send a message to NRC, FOIA PROGRAM; Cameron, Lincoln L, providing the REQ 
number and information indicating the request was a subpoena or court order. The Chief 
Counsel’s Office is currently addressing these requests. Subpoenas or court orders are a 
high priority. Please notify NRC, FOIA PROGRAM as soon as possible. 

D. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 

8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 
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The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled Case Specifications, Category 4 (Other) . 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 

8.20 SITUATION: Certification of record for dual Italian citizenship 

If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship. 

A. Evaluate if the request qualifies under the Genealogy Program. Refer to section 
6. 3.4. 6. 

B. If the requester’s relative does fall under the description of genealogy reocords as 
described in section 6.3. 4. 6, he or she must submit the request to 
Genealogy.USCIS@dhs.gov . You may direct them to USCIS.gov for more 
information. The link for Genealogy requests is in the left column, listed under 
“Services.” 

C. If the requester’s relative does not fall under the description of genealogy records 
described in section 6.3. 4. 6, please include the following paragraph in your 
acknowledgement letter: 
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This is in response to your request for a certified copy of a relative’s naturalization certificate in 
order to apply for dual Italian citizenship. According to information obtained from the Italian 
Embassy in Washington, D.C., certified copies of naturalization certificates are not required for 
the dual citizenship application. The Italian Embassy requires the naturalization certificate copy 
along with our USCIS cover letter and envelope. The records that we release as part of this 
FOIA request will serve that purpose. 

8.21 SITUATION: Record at National Archives and Records 
Administration (NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC routinely transfers the targeted 
files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, a requester writes with the following request: 

“Please send the records of Giuseppe Granchio, bom March 22, 1899 in Italy. Mr. Granchio 
naturalized in 1957, changed his name to Joe Granchio, and died in 1969. Enclosed is proof of 
his death and alien number.” 

NOTE: You may find the complete list of criteria in section 6. 3. 4. 6 of this guide. 

Mr. Granchio meets one of the criteria for genealogy because he was born long ago; however, 
since he was naturalized in 1957, he does not meet the criterion of section 6.3. 4.6 E, because he 
would have documents in his file dated after 1951. 

If you are creating a case and the subject of the request is 100 years of age or older, but the 
person DOES NOT fully meet the criteria for a genealogy case, please pay special attention to 
NFTS. 

A. NFTS may show that the file has been retired and is at a Federal Records Center. If that 
is true, create the case and request the file. 

B. It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows 
a shelf location within NRC (or any other office), request the file. 
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If the subject meets the criteria listed in secton 6.3. 4.6, continue with the steps listed below: 

A. If NFTS shows that the A-Number has been retired to NARA, it means we have turned 
the records over to NARA permanently. The requester will have to send a request to 
NARA. 

B. Please select Final Action Letter and select NA: FOIA or PA not applicable. Please refer 
to section 14 of this guide. 

C. Replace the body of the Final Action Letter with the NARA Historical Record Letter 
located at 

0 :\Foi a\FO IALIB RAR Y\C ase_C reate_References\C ase_C reate_References/N AR A_Hi 
storical Record Letter 

D. Create a Discussion with findings for the Up-front Approver. 

8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

A. Create the case 

B. When a request is for records older than those maintained by the agency, create a Final 
Action Letter and select “OR.” This generates a letter to the requester explaining that the 
records being requested are older than those maintained by the agency. 

C. Create a Discussion for the Up-front Approver 

D. After generating the final action letter, send the case to Up-front Approver. 

E. The supervisor will review and close the case. 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we do not send out for 
additional information, we close as FC consent and Verification of Identity, but this situation is 
an exception. You should create the case as you normally would. Please do not send out for 
additional information in pending (not finalized) adoption cases and do not close as FC for the 
following reasons: 
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A. The Prospective Adoptive Parents (PAP) have the right to all information 
they submitted for the adoption. In cases like this, it is likely that the 
adoption never happened. If that is the case, they have no proof of 
parentage or guardianship 

B. The child is usually too young to give consent 

C. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please create a Discussion and send 
your case to the Unit Chief (UC) for supervisor review. 

9. Referral and Redirections 

9.1 Referral (RF) 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U.S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Referring the Case to another Agency or Unit (RF) 


If you find no A-file or receipt file for the subject, follow the following the referral guidelines 
and RF to CBP. The list below includes example s of when to Refer (RF) to CBP and or ICE. 

Note: We may sometimes need to refer to CBP for Entry and Exit as an example, and include the 
ICE contact information on the Final action letter for Drug smuggling. It all depends on how the 
requester worded the specific documents needed. For example, you could not find any A-file or 
receipt file and the requester specified one of the following: 


Entry exit / Departure information 
Copy of an 1-877 
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Any reports or incidents at the airport. 

Copy of 1-94 card 
Arrests at the border 
Voluntary departures 
Border stops 

Note: If receiving a request for the entire records as well as a specific incident or entry, the 
request must state a specific incident, such as a time or place. If you find no records, you will 
then refer to ICE or CBP as needed. 

RF to ICE 

Criminal history 
Drug smuggling 
Human trafficking 
Deportation 

Information about SEVIS 
F, J, or M Visa requests 

Referring the Case 

A. Create the case as normal 

B. Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS 
Component” as the final action code. Under “Redirects/Referrals” select the component 
to which we are referring the request and click “Submit.” 

C. FIPS will automatically create two documents: a final action letter to the requester and a 
referral memorandum to the DHS component. 

D. FIPS then generates the two Word documents 

E. You will need to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab. 

F. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” 

G. After you have done this for both documents, enter a case Discussion with your RF 
findings and send the case to Up-front Approver. 

The following screen shots provide views of steps B-G in FIPS: 
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FIPS will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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You will have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab. 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection (RD) 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” 
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The following are examples of requests we would redirect to State Department if we find 
no matching records: 

A. B1/B2 Visa information 

B. Visitor Visa 

C. U-Visa 

D. US Citizens born abroad 

E. 6 Million A-Numbers that are not in CIS - Note:. We only RD to DOS when they 
specifically ask for the above information. We do not RD to DOS just because you 
find a Visa control number in PCQS. 

The following are reasons to RD to NVC if we do not find matching records: 

A. If they supply an NVC receipt number on the request such as a CDJ number 

B. If NFTS shows the receipt at the NVC 

C. If you call the hotline and it has, or ever has ever been at the NVC. Even if the 
hotline says the receipt was returned to us. 

D. If you staff for the receipt file and the staffing sheet says it is at the NVC 

Note: If the request contains an NVC prefix, there is no need to call the NVC. You may 
find a listing of all NVC valid consulate prefix codes at Appendix C of this guide. That 
prefix such as CDJ means it is, or was there. The redirect letter advises the requester to 
contact the different agency for the information they are seeking. The procedure for the 
documents is the same as for referrals. You will have to edit the one letter to add needed 
information. 

Requests may also be redirected to other agencies based on the information being 
requested. It is just necessary to select the proper agency from the Redirect drop down 
menu. Always make sure we have no matching records before redirecting to another 
agency. 

Redirecting the Case to another Agency or Unit 

A. Create the case 

B. Under the “Tasks” tab, select Final Action Letter. Select “RD: Referred to a DHS 
Component” as the final action code. Under “Redirects/Referrals” select the component 
to which we are redirecting the request and click “Submit.” 

C. FIPS will automatically create a document: a final action RD letter to the requester. 

D. FIPS then generates the Word document. 

E. You will need to edit the RD letter/document to add needed information. After you exit 
from the Word document, it will appear under the “Contents” tab. 
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F. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” 

G. After you have done this for the document, enter a case Discussion with your RD 
findings and send the case to Up-front Approver. 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the Word document is the same as for referrals. You may have to edit the letter to add needed 
information. 

9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry/exit information and the requester/subject provided an alien 
number, request the file. If the request is for entry /exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS, PCQS and CLAIMS to be sure 
the person does not have an alien number or application. CBP has records on entry and exit 
information dating back to 1982, but no further back. You will need to modify the referral letter; 
any information you can provide as to what the requester is asking for will be helpful to CBP. 

For instructions on Referrals (RF) see Section 9.1. 

Entry exit / Departure information 
Copy of an 1-877 

Any reports or incidents at the airport. 

Copy of 1-94 card 
Arrests at the border 
Voluntary departures 
Border stops 
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Note: If the request is for all records as well as a specific incident or entry, the request must state 
a specific incident, such as a time or place. If you do not find any record, you will then refer to 
ICE or CBP as needed. 

9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. For instructions on 
Referrals (RF) see Section 9.1 and Section 9.3 

Exception to this rule; if the requester provides an A-Number or you locate an A-Number 
through a search of the systems, please request the A-file. 

9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC, FOIASIG. After that, send the case to 
Unit Chief. 

9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See section 9.3 above. For instructions on Referrals (RF) see Section 
9.1. 

10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. Create a Discussion explaining 
that you staffed based on best information available. The Discussion will alert the Case 
Processor. 
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1 1. SOCIAL SECURITY NUMBER 


USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 

12. REQUESTING THE RESPONSIVE RECORDS 

If the requester provided adequate VOI, reasonable description of records, and consent if 
necessary, your next step is to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

The Staffing Sheet Guide, the RPC Reference for Staffing and the FOIA FCO List are available 
on the FOIA Operations ECN intranet page to help you request the file. The web address is as 
follows: 

http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/Case%20Create%20Libra 

ry/Forms/AllItems.aspx 

If you are unsure about the proper way to create a file request, it is much better to ask a person in 
MSB for guidance than to create a staffing based on a best guess. 

If the requester is seeking specific documents, please make a Discussion in FIPS detailing what 
those documents are. You must also mention those specific documents in your acknowledgment 
letter to the requester, using language as close as practical to the requester’s words. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the Staffing Sheet Guide for more instructions on requesting these 
types of Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If you are unable to find a record, 
please refer to section 7.3 of this guide. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

119 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1667 



If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. If 
the staffing request is overdue you will need to review the due date and re-pend. See section 33, 
Re-pend Cases in Records Locator Queue. 

12.1 Staffing by Alien Number 

12.1.1 One A-Number provided on the request (with example staffing) 

If an A-Number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, place of birth, name, mailing address and 
signature under peijury or notarized) to complete the case create. If any of the required elements 
are missing, we will close the case FC under normal circumstances. Please refer to section 16, 
FC (failure to comply) CASE CLOSINGS of this guide. The section that follows is a 
systematic example of staffing by A-Number when the requester has provided one. 
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12.1.1.1 Open NFTS 
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12.1.1.2 Submit your location 
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12.1.1.3 Select “Inquiry” 
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12.1.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-Number. Preferably, paste the copied number from CIS so you are sure you are 
asking for the correct file. 
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12.1.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.1.1.6 


“Blued in” information 


A. If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC or RDF if it was retired at RDF. If the Center in the 
Accession Data is other than Kansas City, staff to Non-FOLA for the FCO. 

B. If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

C. If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

D. “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

E. If “Request” is blued in, it does not change how we staff for the file. In this situation, we 
have to create a staffing for where the file is. 

F. Comments may be important because a File Control Office may not be able to change a 
file location to “LOST” in NFTS. When that happens, the records person at the FCO will 
notate in Comments that the file is lost. If that is the situation, please refer to the Lost File 
Flowchart in Appendix FI of this guide. 

12.1.1.7 The FOIA Operations Division Intranet Page 

An RPC beginning with “DP” should be easy because NFTS usually shows right beside it that it 
means “Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right 
away. A file could be available in records at NRC on shelf DP - and that is not an ICE staffing. 
Sometimes it is not clear. If that’s the situation, we need to look at the FCO List, the Staffing 
Sheet Guide and the RPC Reference Guide. Those are available at the following address: 

http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/Case%20Create%20Libra 

ry/Forms/AllItems.aspx 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the RPC starts 
with DP, we staff to DRO. That is ordinarily true, and NFTS will usually say DP-Deportation, 
so you will have no doubt. Ordinarily, DP means Deportation, and the Staffing column says to 
staff to DRO. SAC, RAC, ASAC, DRO and OPLA are all ICE functions. That’s important for 
staffing. When you staff for a file that is for one of the ICE functions, be sure to change the 
Bureau in your case to ICE and click Save. 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
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12.1.1.10 Figuring out a Staffing Scenario 

The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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12.1.1.11 Generate the file request 


Go to the “Tasks” tab and click on “Create File Request.” 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. You may save time by knowing what to type. Typing “DRO” will 
take us to the DRO list. If you had typed “SEA,” it would have taken you to Non-FOIA Office, 
Seattle. If you had typed “SEAT,” it would have taken you to Seattle OPLA. The “Request 
File” button may stay “grayed out” after you click on the office you want (see the example 
above). If that ever happens, click on an office you do not want, then click back on the office 
you do want, and “Request File” will not be grayed out anymore (see the example below). 
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12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.1.1.13 Create the customized staffing letter 

After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
The File Save screen will appear and you click the Save button and then move to the “Contents” 
tab. Click on the Staffing Letter and select “Edit (Check Out)” 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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December 3, 2010 

MEMORANDUM FOR. 

DRO - SEA Seattle 
Deportation Asst. 


E.S, Ocpstlmeut oi ftvmtati Seearilj 

National Records Center 

P.O. Box 6480 ID 

Lee's Summit, MO 64064-8010 


U.S, Citizenship 
and immigration 
Services 


NR.C2010000S06 


■(h)(6) 


FROM: 


ATTN. Bontv Wo n 2 


NRC FOIA'PA 


= E p: 

immz.. 

Page 1 


SUBJECT Freedom of Information Diva cy Act Request KRC2010000806 
Alien #*.012345678 
Subject Name : Chris P Bacon 

The attached FOIA PA request is forwajded to your office for action Due to the subject matter, there is a 

high probability your office will have records responsive to the request 

• Please conduct a thorough search for all responsive records physically m, and within the functional 
purview of your office. 

• Send a copy of all responsive documents to the FOIA office in then' entirety, DO NOT MAKE 
REDACTIONS. 

• Bracket any documents or portions thereof that you believe should be withheld. Please include a brief 
explanation foj your action. The FOIA Staff will not release those items so indicated without 
further discussion with von. 


Should you need other assistance oj believe tins request should be staffed to another office, please 

Seel 1/2 At 4" Ln 23 Col 19 ;v.V Engish(U.S. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Highlight the whole area, then right-click and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 


(b)(6) 
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12.1.1.15 Save changes and check it back in 

Click on Staffing Letter to Edit Before Saving Changes You will normally see a box icon 
that looks like a 3.5 inch disk to the right of the notepad icon. A single click on that will check 
your document in. If you do not see the box icon, click the contents tab again to refresh, and it 
will appear. Otherwise, it would take longer. This screen shot shows the person clicked on the 
notepad and waited for the drop-down box. In this example, when the drop-down box appeared, 
the creator clicked on Save Changes (Check In). That is the slowest option. 
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After this, send the case to “Pend.” 
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12.1.2 Two or more A-Numbers 


Multiple unconsolidated A-Numbers - If the requester has provided more than one A-Number, 
you must research CIS for each A-Number to determine if they relate to the subject. If the 
subject has multiple A-Numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 
“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF AC S/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-Numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S: RecordQps Wiles _ 
to_Consolidate. xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-Numbers 

If the alien has a consolidated A-Number, then please enter only the lead (or surviving) A- 
Number on the worksheet in FIPS and request that file. Consolidated A-Numbers are reflected 
in CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-Number listed 
first is the primary A-Number; the other A-Numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-Numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS, PCQS and CLAIMS to see if there are any other A-files/receipt files associated with this 
alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; if you have access to PCQS, search PCQS and 
print any data found, otherwise, search and print CIS screens 9101, 9101-history (F8), 9222 and 
9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is selected. Prepare the 
screen prints for scanning into this slot as responsive records. Pend the case for responsive 
records. Please attach a “Scan As” sheet and mark it as “Responsive Records” with the screen 
prints to be scanned. The case will be sent to the processor after screen prints are scanned in. 
Choose the track according to what the requester asked for. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 199,999,999) 

If the alien number provided by the requester is 100,000,000 through 199,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to sections 12.7.12 and 12.7.13 for additional information. If 
the receipt has been destroyed, follow instructions in 12.7.14. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS or PCQS and verify the 
information. 

If the requester provides only a receipt number, and that receipt number is from a service center, 
then we need to request the receipt file. Enter the receipt information into the Topic field. Make 
the first part of the description the receipt file number. Use the complete receipt number with no 
spaces or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). District offices issue work 
authorizations, but we cannot request those. 

For receipt files at HBG, use the NON-FOIA HBG file request. Do not request DIG T-files at 
HBG with RPC codes XX, XY, ZG, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most 
current information. 

12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. Also, retired files at HBG are digitized. 

The temptation may be to staff RAF AC S/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T- 
files. MSB will know the file is digitized because you have staffed using an RDF file 
request. This also applies to Retired files that have been digitized. Do not use the retired screen 
on Retired digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 
NRC” 


12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS (Flowchart at 

Appendix H) 


12.7.2.1 Verify that the A-file is lost less than nine months in NFTS and CIS-9504. A lost 
file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section titled 
“File located IND.” Print the 9504 Screen print. 

12.7.2.2 Search and staff for any additional non-consolidated T-files or receipt files. If 
you find no related T-files or receipt files, input the lost A-Number into PCQS. Open a 
RAF ACS staffing slot and have the screen prints added as responsive records along with a 
CIS-9101 screen print. 

12.7.2.3 Do a search for any possible related A-files such as mother, father, sister, brother. 
Input into CIS 9101, two A-Numbers above and below the lost A-file. Print the screen 
prints and attach as a CSD. 

12.7.2.4 Complete the lost file worksheet. Be sure to fill out as much information as you 
can. Attach the lost file worksheet, the CIS 9101 screen prints, and the 9504 screen print 
as a CSD. 

12.7.2.5 Click “In Circular Search” and save. Staff using the Lost File at FCO; File 

request (include the FCO that shows the file is lost). Under “Create File Request” mark the 

box “File Missing/Lost”. Select Lost file at FCO: . Click request file. Modify the 

letter by attaching a copy of the 9504 screen. 
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12.7.2.6 To determine a numerical value for days the file shows Not Found, refer to the 
Julian Calendar in Appendix H of this guide. From NFTS General Inquiry, use the date of 
“Last Action.” Calculate the number of days remaining until the case reaches lost for 9 
months and manually repend the lost A-file. Use 270 days to equal nine months. If the 
number of lost days is more than 270, go to paragraph 12.7.3. For example: A-file shows 
Not Found in CIS for 95 days, 270 days - 95 days = 175 days remaining. You would set 
the new number of days to pend to 175. 

12.7.2.7 Generate the acknowledgment letter. Click add lost file paragraph. FIPS will 
insert the lost file paragraph right after the CD paragraph. 

12.7.2.8 Verify “In Circular Search” is still clicked. Include Discussion to note all systems 
searched and date the file was lost. You are done. 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

Additional Address Links for the Lost File Flow Charts 

• Case Create Template Letters folder of the FOIA Library 
O:\Foia\FOIA LIBRARY\Case Create References\Case Create References 

• Enterprise Collaboration, ECN Network /Case Create Library 
http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/default.aspx 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action section 
of the General Inquiry screen. 


mm 


Ffe Edit View Favorites Jpos : Help 


U Back T J ih .*4 Search rUjFavorites #Media /A fg§§ cj W 

UGo i Links 


Address| ig http : //nfts .use is .dhs .gov/nfts/fr ameset .asp 


General Inquiry For A0917 


; File#; ; 


Status/Last Action ; 


; ; Location ; 


::AD917 ;QD0 i SND : Status: £®T FILE iSect: RC I SND RECORDS SECTION 

HHlIIIlliill Last Action; 11/18/2004 12.56:50 PM iRespfiOOO - LOST FILE 

li ! i : i i: i h::f i LosiFiie i 


:?i;l Done 


|Jp Local intranet 


A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section titled 
“FILE LOCATED IND:” 
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If the “Last Action” is more than nine months ago, move to the next section of this guide, Files 
lost or not found MORE THAN NINE MONTHS . 
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When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at FCO: file 

request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the file per 
the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 
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Staffed to: Lost File at FCO: SNI> 

CIRCULAR SPECIAL LOST FILE SEARCH RE PIT ST 

Office Code' NRC Control Number: NRC20 10000808 Date December 6, 2010 

Alien Number; 091712345 Subject: Gloria Diaz Hernandez 
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The attached F 01 A/P A request is forwarded to your office for action. As a result of the attached system search, we 
request that you conduct a circular / special / lost file search for the subject records. 

Please certify by your signature and date that the lost / missing / not found record has been placed on the circular / 
special / lost file search list and its location is actively being sought or that the file has been found This file: 

is on the circular / special / lost file search list, 

is attached 

could not be located 


Printed Name 


Phone 


Signature 


Date 
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Generate the acknowledgement letter. 
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FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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Dear Dennis To f hi e 


We received your request for information relating to Gloria Diaz Hernandez on December 06, 2010 

Your request is being handled under the provisions of the Freedom of Inhumation Act (5 U.S.C. § 552). 

It has been assigned the following control number: NRC201CI000S0S. Please cite tins number m all future 
correspondence about your request. 

We respond to requests on a first-in, first- out basis and on a multi-track system Your request has been 
placed in the complex track (Track 2). You may wish to narrow your request to a specific document in 
order to be eligible for the faster track To do so. please send a written request, identifying the specific 
document sought, to the address above We will notify you if your request is placed in the simple track 

In accoi dance with Department of Homeland Security Regulations (6 C.F.R. § 5 .3(c)), vow request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00. Fees may be 
charged for searching foi recoids sought at the respective clerical, professional and or managerial rates of 
$4. 00/$U 00/ $10.25 per quarter how , and for duplication of copies at the rate of $.10 per copy The first 
100 copies and tvvo hours of search time aie not charged, and the leiuainiiig combined cliai ges for search 
and duplication must exceed $14.00 before we will charge you any fees. Most ic quests do not require any 
fees; however, if fees in excess of $25.00 are required, we will notify you beforehand. 

Tins office will be providing vow recoids on a Compact Disc (CD) for use on your personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD Your records can be viewed on your computer sei een and can be 
punted onto paper. Only recoids 15 pages or moi e are eligible for CD printing. To request yow 
responsive records on paper please include your control number and write to the above address Attention 
FOIA’RA Officer or fax them to (316 ) 3 5G-57S5. 

Eased on the information you provided in your request we conducted a search of ow records locator 
index system This initial search indicated that tire requested record is lost or missing As a result, we 
have asked the Records office to initiate a lost- missing file search. This process takes an unknown amount 
of time, therefore, we request your understanding and patience. Once the file is found , we will process 
and provide it to you. If the file cannot be found we will notify you of our findings. 

US CIS no longer collects Social Security Numbers m connection with FOIA or PA requests When 
forwarding to us any documents related to yow request, please ensure any Social Security Numbers on 
the documents are blanked out oi removed 


S CB H 3 qa A: 

; Draw T -rj j AutoShapss T \ X □ 0-22 --4 
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When the case create process is complete and the creator is ready to exit the case, click the 
“Pend.” 


151 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1699 



12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS (Flowchart at 

Appendix H) 


12.7.3.1 Verify that the A file is lost in both NFTS and CIS 9504. If either CIS 9504 or 
NFTS has a lost date less than 9 months, you must use the less than 9 month process. DO 
NOT staff for the A file. 

12.7.3.2 Search for any non-consolidated T-files and receipt files. If you find something, 
insert the following case note. “A-file number XXXXX is currently showing as lost. 
Staffed for the following files: XXXXXX. Once received, please review. Please also 
verify that the original a-file is still lost. Please process as a PD and advise the requester 
that the original a-file is lost.” Pend case for responsive records. You are done. 

12.7.3.3 If you do not locate any additional A-files, T-files or receipt files, input the lost 
A-Number into PCQS, open a RAF ACS slot, print all available screen prints and scan into 
case as responsive records. 

12.7.3.4 Complete the lost file worksheet. Be sure to fill out as much information as you 
can. This along with the screen prints helps prove that we conducted a duly diligent 
search, which becomes important if the requester appeals. 

12.7.3.5 Do a search for any possible related A-files such as mother, father, sister, brother. 
Input into CIS 9101, two A-Numbers above and below the Lost A-file. If you find any A- 
Files that may be related, insert the following case note and send to Unit Chief. “A- 
Number has the same last name as the subject. Possible related A-File. Sending to Unit 
Chief for further investigation.” A supervisor will review the case and send back with 
further instructions. 

12.7.3.6 If you do not find any related A-Files, print the CIS 9101 screen prints, CIS 9504 
Screen print, the 2 up and 2 down screen prints and the lost file worksheet. Have them 
scanned as CSD. 

12.7.3.7 Generate the Acknowledgement letter. Be sure to Click Add lost File button so 
the lost file paragraph will be inserted into the ack letter. 

12.7.3.8 Include note to Case Processor: “A-file has been lost for more than 9 months. 

Unable to locate any additional A-files, T-files or receipt files and provided a copy of their 

electronic record. Please advise the requester that the original a-file is lost, but we have 

provided them an electronic copy of their record.” 

12.7.3.9 Pend the case for responsive records. 

12.7.3.10 Include in your Discussion all systems you checked and specify the date the file 
was lost in CIS and NFTS. 

Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines. 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

Additional Address Links for the Lost File Flow Charts 

• Case Create Template Letters folder of the FOIA Library 
O:\Foia\FOIA LIBRARY\Case Create References\Case Create References 

• Enterprise Collaboration, ECN Network /Case Create Library 
http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/default.aspx 
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LOST FILE WORKSHEET 


NRC 

A-Number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second A-Number and/or consolidation 

a. Second A-Number? 

b. AnyT-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 


154 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1702 



12.7.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically an NFTS screen. If the receipt is archived in 
CLAIMS and not found elsewhere, there is no screen print attached at all. See the 
Staffing Sheet Guide for current information. 

0: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 

12.7.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-Number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. 

Sometimes the requester/subject will provide an A-Number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, date and place of birth). If the requested records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 

■ Naturalization dates 

which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS, PCQS and/or CLAIMS for a record. If you find no record, please 
refer to section 12.7.6. It is important that you provide as much as possible on the 
Records Indexing file request. The name of the subject, year of birth and information as 
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possible on the Records Indexing file request. The name of the subject, year of birth and 
country of birth are required information. You should use the latest version of 
records_indexer.doc, which you may find in O:\Foia\FOIA LIBRARY\Case Create 
References\Case Create References. A sample records_indexer.doc follows: 
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FOIA/PA RECORDS SERVICES BRANCH 


CO#: 

DATE: 

*Name: 

*DOB: 

Alias: 

COB: 

A#: 

DOE: 

C#: 

POE: 

Natz Date: 

Visa File#: 


Other Info: 


* Required Fields 

[X] FOIA personnel checked CIS, CLAIMS and PCQS and located no Records. 


M All Files 
Q Alien File 
O Certify True Copy 


FOIA/PA RECORDS ACTION REQUESTED 

□ C-File □ AR-Print 

Q Visa File Q Non-Existence of Record 

□ 


FOIA Remarks: 


RECORDS 


SYSTEMS CHECKED 


Searcher: 


n FLEX □ MiDAS □ MI 

□ CIS □ EARMS □ NIIS 

□ CLAIMS □ NIDC □ Other 


Search Section Receipt Date: 

I certify that this office conducted a thorough search of Index Systems and no record of the subject was found. 


Signature 


Date 


Alien Files/ Naturalization Files Section Receipt Date: 

I certify that this office conducted a thorough search in the Alien Files/Naturalization Section and no record of the 
subject was found. 


Signature 


Date 


Records Remarks: 
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TO RECAP RECORDS INDEXING: If the subject has had no business with the service 
since 1975 or earlier, they may or may not have a CIS record. If they do not, then staff to 
records indexing. If the subject has had business from 1976 forward, do not staff to 
records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting “no record” research, do the queries and provide screen prints of all 
CIS and PCQS or CLAIMS searches as directed. There should be no less than two pages 
and may be lengthier if subject has provided multiple names. Prepare a “Scan As” sheet 
to be attached to the screen prints and take them to the OA room for scanning as CSD. 
Prepare a Final Action Letter with closing code NR. Insert a Discussion naming the 
systems you searched and stating that you have sent the documentation to OA for 
scanning as CSD. Send to Up-front Approver. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 

In CIS you are only required to print the 9103 screen if subject is not found. 


158 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1706 



File Edit Session Transfer Program Options Window Help 


/Ult 

■3 


it! 


Cl MS E A 
COMMAND: 


I MMI CHAT I ON AND NATURAL! ZATI ON SERVI CE 
CENTRAL I NDEX SYSTEM - SEARCH MENU 


04/09/08 
09: 0/: 01 


A#: 000000000 


DOS: 00000000 


|01j ID #: 


j A/AA/AB/C/DA/DL/FB/FP/I /PP/SS/TD) 


OTHER MENU SELECTIONS 


1 02! SOUNDS- LI RE NAME 

1031 EXACT NAME 

1 04) AXA (ALIAS) NAME 

(OS! LAF S EXACT NAME 

(061 SOUNDS- LI KE NAME VI TH DOB 


(11! MANUAL SEARCH REQUEST (MR! 

(12j MANUAL SEARCH RESPONSE (SR! 

(15! ON-LINE A- NUMBER REPORT REQUEST 


( 92! DATA Dl SPLAY MENU 
( 931 ADD TRANSACTI ONS MENU 
( 94! RECORD MAI NT E NANCE MENU 
( 95! FI LE TRANSFER SUBSYSTEM 


SELECT TRANSACTI ON 


CLEAR EXIT 


ER. PRESS ENTER. FOR I D # SEARCH, XEY THE 
PREFIX AND THE I D # (EC, A1 2345 6789! ■ 


PF5 HELP 


PF6 Cl S 


HIJH OVR 


If you do not have PCQS, perform following searches in CLAIMS. Otherwise, go to PCQS and 
search using last name with an asterisk and first name with an asterisk. Select <> 90 days in 
relation to the DOB unless this provides too many responses. If you get too many responses 
select <> 30 days or exact date. If subject has two last names search each one with an asterisk. 

If no records are found print screen prints 

When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary/applicant (3) AND as petitioner 
(6). ~ 
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( 5 1 File Edit Session Transfer Program Options Window Help 
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CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSI NC MENU 


SELECT AND COMPLETE ONE LI NE 


RECEI PT 




04/03/2006 
03: 10 
NRC2730A 


[SELECTIONS B E L 01 FOR APPLICATIONS AND PETITIONS ONLY) 


2, USER I D: 

3, BENEFICIARY/APPLICANT 
NAME (LAST!: 

Bl RTH DATE: 

4, A NUMBER: A 


[ MMDDCCYY! 


[ MMDDCCYY) 


| FI RST) 


REFERENCE 


S. PETITIONER 
NAME (LAST): 


PF3 PF6 

CANCEL MAI N M 
3 2 7 0 


! FI RST] 


P F 9 PF1G PF11 

LOGOFF REMOTE ACT UPD BY CODE 


PF 1 2 

ACT UPD BY RCP1 


HIJH OVR 


When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR. 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 

12.7.7 A-Number in CIS but not in NFTS 


If there is an A-Number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 
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12.7.8 ICE files 

When you staff for a file that is for one of the ICE functions, be sure to change the 
Bureau in your case to ICE. 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 

Refer to the latest versions of RPC Reference for Staffing and FOIA Staffing List in 
O:\FOIA\FOIA LIBRARY\Case Create References\Case Create References\FOIA FCO 
List and O:\FOIA\FOIA LIBRARY\Case Create References\Case Create 
References\RPC Reference for Staffing. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 
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Office Section 

Acronvm 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 

12.7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX, ZG, XY or ZY. 

Q: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS. Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 
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MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 

12.7.12 Receipt files 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 

(W 6 ) Centers (ESC/EAC, SSC/S RC, WSC/WAC, MSC/NBC or NSC/LIN). District offices 

may issue wortFor example. T 

etc., are not receipt files we can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. You may also check the status of a petition or application on 
USCIS.gov, and you may use that information justify referring the case to 
Department of State, or you may add that information to RAF ACS responsive 
records (as described in this paragraph). Ensure the receipt file has not been 
consolidated into a T-file or into an A-file. Please request the A-file or T-file if 
the receipt file has been consolidated. Check CLAIMS to be sure that the Service 
did not reject the receipt. Receipts that are shown as rejected in CLAIMS are 
returned to the submitter by the Service Center. Print the CLAIMS screen(s) that 
shows the receipt was rejected by the service. Create a File Request to RAF ACS 
(not RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a 
“Scan As” cover sheet to the screen prints, mark the box “Responsive Records” 
and take to person designated to scan RAFACS-only responsive records. Pend 
the case. 

If there is no location information in NFTS, and if NVC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the 
“Customize Letter” button selected. Attach a “Scan As” cover sheet to the screen 
prints, mark the box “Responsive Records” and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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12.7.12.4 If the requester specifies a receipt file, verify the receipt number belongs to the 
subject, search NFTS and staff for that receipt file. Or if the receipt has been consolidated 
into an alien file, verify the alien number belongs to the subject and staff for that alien 
file. If the subject of the request is the petitioner on a petition you will need to create the 
case in the name of the beneficiary. If there is consent from the beneficiary, search NFTS 
and staff for that receipt file. If there is no consent from the beneficiary you will close 
the request as FC. Refer to 16. “FC (failure to comply) CASE CLOSINGS.” 


12.7.13 Archived receipts 


Fite Edit Session Transfer Progr a m Options Window Help 
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This screenshot shows a receipt that has been archived. 

If we receive a request for a receipt file and the receipt file has been archived per CLAIMS, 
create the case as usual. To determine whether we need to request the archived receipt file or 
redirect the request please do one or all of the following as necessary: 

A. Enter the receipt number in NFTS. There may be evidence that the receipt file 
has been consolidated into an A-file or there may be evidence that the receipt file 
has been forwarded to the NVC in which case you would redirect the request to 
NVC. Sometimes, you can discover that an archived receipt has been forwarded 
to NVC through PCQS. 

B. On the USCIS website (http://www.uscis.gov/portal/site/uscis) enter the receipt 
number in the “Check Case Status.” Checking the receipt number on the website 
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may provide evidence that the receipt fde has been forwarded to the NVC in 
which case you would redirect the request to NVC. 

C. You may call the NVC help line at 603 - 334-0828 specify that you need to 
know if NVC has a receipt or not. You will need the receipt number and the 
name and date of birth of the beneficiary. If they are very busy, you may have to 
leave the information on an answering machine and they will call you later in the 
day. If that happens, add a discussion and send the case to Unit Chief. If the 
receipt file has been forwarded to the NVC, you would redirect the request to 
NVC. 

D. If there is no evidence that the archived receipt file has been forwarded to NVC 
we will create a file request using RAF ACS (not RAF ACS/CIS). Find the 
information from the archived receipt in PCQS and print that information. 

Prepare a “Scan As” sheet to be scanned as responsive records for the case 
number you have just created, attach it to the screen prints and take those to the 
person designated to scan RAFACS-only responsive records. Pend the case. 

E. If there is no evidence in PCQS, add a note on the staffing sheet “Receipt is 
archived.” A designated clerk will receive the staffing request and have the 
archived report created and have it scanned in as Responsive Records. 

Reading the request is very important; if the requester is seeking information relating to what 
appears to be a receipt number and it begins with “CDF’ or one of the other prefixes found in 
Appendix C of this guide, redirect the request to NVC. 

If there is evidence that the NVC has the receipt file, redirect the request to the national Visa 
Center(NVC). To redirect a request to NVC, see section 9.2 Redirection. 

12.7.14 Receipt files; Lost receipt file, File destroyed, File cannot locate or File Rejected 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following language; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE” or if the receipt was rejected, the case creator will need to follow the 
steps outlined below. 

Create a file request to RAF ACS (i not RAFACS/CIS). The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS or 
PCQS screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). 
Attach a “Scan As” cover sheet to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-Number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


A case creator may sometimes have to move a case that was scanned in the NRC queue to 
another queue for processing. Before you create a case, you can click the drop-down box and 
select a different office. You will be able to do this even if you do not have that queue assigned 
to you. 

Accidentally reassigning the office: When you click Save after you have filled in the case 
information, FIPS’ focus will go to the Office drop-down box. If you have inadvertently touched 
the mouse wheel while it is saving, you may inadvertently “reassign the office.” That is to say, 
when you create the case, it could have a BLR number, for example, instead of an NRC number. 
It is always a good idea to re-check that NRC is selected before you create the case. 

There are times you intentionally reassign the office prior to creating the case: 

Reassign the office to CNT if the request is for a contract. 

Reassign the office to HQS if the request is for CIS Personnel Information. 

Reassign any SIG case to COW. 

After you have reassigned an office, you must click Save again before you create the case. 

If you are not sure about reassigning an office, it is a good idea to discuss it with a supervisor 
first. 

First you must select the correct office. In this example, we have a request from a newspaper, 
which makes it a SIG case, so we want to reassign the office to COW. Use the drop-down box to 
select the office where you want the case to go, click Save. 
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Next, search for duplicate cases and then create the case. The case will have a COW number. 
You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC, FOIASIG with the case number and brief 
description of the topic, requester or reason you reassigned the office. If you spoke with 
somebody in SIG before reassigning the office, mention that in the discussion as well. 

As soon as you click on “Reassign Office,” the case will go away and you will be ready for your 
next case: 



14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


A. Create the case if you have not done so already. 

B. Select the “Final Action Letter” from the Tasks tab, select “NA” from the final action 
codes list. You will have to select a Non-FOIA Operational Unit. Choose “NRC- 
Director. 

C. FIPS will generate two letters; you will need to blank out the NRC Director Referral 
letter and type “Do not send.” 

D. Make the appropriate edits in the Final Action Letter, depending upon the situation. 

E. Create a Discussion explaining why you closed the case as final action NA. 

F. Send the case to Up-front Approver. The supervisor will review and close the case. 
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15. ER (created in error) CASE CLOSINGS 

Prepare a Final Action Code using the “ER” option for cases when the following situations arise 

• When a G-884 Return of Original Documents is scanned in FIPS. 

• When a routine use/child support request has been scanned in FIPS. 

• When subpoenas/court orders have been scanned in FIPS. 

• When a Bond Obligor request has been scanned in FIPS. 

• Requests from Foreign Consulates (no letter required) 

Procedure: 

A. Create the case if you have not done so alread. 

B. Select “Final Action Letter” from the Tasks tab. 

C. Select ER from the list of options click “Submit ” 

D. FIPS will not create a letter. Prepare a detailed Discussion. 

E. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

16. EC (failure to comply) CASE CLOSINGS 

A. Create the case if you have not done so already. 

170 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 


Updated on 6/29/2012 


B. Select the “Final Action Letter” from the Tasks tab, select “FC” from the final action 
codes list. 

C. Paste in the body of the appropriate “Unperfected Request Letter” onto the FIPS FC final 
action letter, which you may find in the Case Create Template Letters folder of the FOIA 
Library or the Enterprise Collaboration, ECN Network Case Create Library. 

D. Select the “Unperfected Letter for Older G-639 version” for all requests submitted on a 
G-639 date prior to the revision dated 01/29/12 or 

E. select the “Unperfected Letter” for all new requests and requests submitted on the newly 
revised G-639 revision date 01/29/2012. 

F. Review the letter to ensure the pasted content is in the correct format 

G. Create a Discussion to the Up-front Approver with your findings and reasons for closing 
as a FC case. 

Replace the contents of the letter using 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create References Unperfected 

Letter 

Or 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create References Unperfected 
Letter for Older G 639 version if an older version of the G-639 was submitted. 

17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated 
letter. Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1. Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 

18. ACKNOWLEDGEMENT LETTERS 

We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address request and any cases going to FOIASIG. The example in this guide shows how 
to do a standard acknowledgment letter if we have verified consent and identity, the requester 
has not asked for expedited treatment or a fee waiver, and we have found a responsive record. 

As you go through this example, please keep in mind that there are many factors which would 
require you to prepare the acknowledgment letter differently. 
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Go to the “Tasks” tab and select “Acknowledgement Letter” 
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After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 


w • i ;# Case360 Home 


FIPS v'7,0 Training build 06 v work Queries. 

Processing Fee Information 


' Actions 


Standalone Search 


Successfully generated letter Acknowledgement Letter-FOIA 
/ Click on OK to continue. 


iOKi 


As soon as you do, a File Save pop-up window will appear. Click “Save. 



The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. If you have selected Track 1, please 
delete the words “Specific Doc Information” and specify what they are requesting. Word it as 
closely to their description as possible while maintaining proper grammar and punctuation. 
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After you finish, save the Word document and exit Word. Next, go to the “Contents” tab and 
click on the “Check in Document” icon. 



Case Actions tfi* 

t*i:V 



H 1$ Ackno wle d g ament Let te r-FO IA 

tei |check In Document! ds 
:yj Staffing Response 

H Staling Letter - ICE PDF 

i|| Request Supporting Documents 



4 

2 4 

Editing 

Pending 

Pending 

Editing 

Scanned 

DR.Q - SEA Seattle 
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12/3/201 0 i 0:14; 14 AM 
012345676 12/3/2010 6:26: 17 AM 

012 345 57 S .1 .2/3/ 2010 S ; 2 S; 1 7 AM 

12/3/2010 .3:28: 17 AM 
11/ 5/2.0 1 0 6:3 2:4 7 AM 

|y!) Request Letter 

1 2: 

Scanned 


11/5/2010 6:32:45 AM 


:i Records Locator 

Case Processor 

il Case Approver' 

(i Unit ciiier jj 

Up-front Approver Jj Pgnd: jj . Reassign Office jj Ss 



Click “Open” 



In this example, we are now ready to send this document to “Pend.” 

19. DISCUSSIONS 


Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
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reference. FIPS creates entries in the Case Actions tab for all activities and creates a display on 
the Case Info screen when a duplicate is attached, but does not explain why. 

FOIA/PA Assistants or Public Information Specialists must create Discussions: 

• for any Up-front Approver case, 

• anytime they are moving a case to Unit Chief, 

• anytime they are reassigning the office, 

• anytime they are staffing based on best available information, and 

• anytime there is a need to explain something unusual. 

Because Discussions become a permanent part of the case in FIPS, you should not use 
Discussions to record personal feelings or to debate, question, or even to seek clarification. A 
FOIA/PA Assistant or Public Information Specialist should discuss issues needing clarification 
via e-mail, a telephone call or a personal visit to his or her supervisor. 

20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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4. Click Add Document to create a new CSD slot. 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned If the fax needs to be scanned in before reviewing, the OA Room clerks can scan it 
in and notify you. They may also deliver the fax or mail if needed. 

22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 


23. FOIA MAILBOXES: 


FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 

23 . 1 THE 0 A ROOM (NRC, FOI AO A) 


When you review all the scanned in CSDs and request documents which have been scanned into 
the case, you may find issues needing attention. Send e-mails to the OA Room when: 
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A. The original Final Action Letter and responsive records were mailed but the 
requester never received them. The OA room will reprint the records to CD or 
paper and re-mail per instructions provided in the e-mail. The instructions must 
include the control number and whether to print CD or paper, as well as how the 
case was closed “G1 or PD.” Include a Discussion in the original case. 

B. The responsive records need to be re-printed to CD due to the requester receiving 
a broken CD. 

C. The requester has either has a changed or new address; therefore, the records need 
to be re-printed and re-mailed to the requester. You need to state in your 
instructions to the OA room that you’ve made the changes to the address in the 
final action letter. Correct the address on the final action letter and the FIPS 
database. State that you’ve changed the address in a Discussion. 

D. The first or second page of the new request is missing. Ask them if they can 
check to see if the page was missed by the scanning department. Include the 
REQ#, and the data handwritten on the first page of the request. If the first page 
is missing, include the REQ# and the date the case was scanned. Send the case to 
Unit Chief until the OA Room sends a response. Then have the case returned to 
you and create as usual. 

Note: sometimes we find documents that do not belong in the case we are working on and 
belong in another case or need to be created as a new case. Attach a coversheet and deliver it to 
the CSD bin in the OA Room when the request letter and supporting docs need to be printed and 
scanned into another case. Include instructions to the OA Room or the case creator, if necessary. 
You will need to attach a coversheet as a CSD when documents need scanned into create a new 
request attache a NEW REQ (new request) coversheet and deliver to the New Requests bin in the 
OARoom. Do not send an email. 

Don’t forget to add a Discussion to the original case. 

23.2 MSB (NRC, NRCFOIAMSB) 

Send e-mails to the MSB mailbox when you encounter an appeal in case create that was not 
previously addressed. See section 8.16 

All e-mails to the MSB mailbox should contain the control number, the A-Number or subject of 
the case, and specific instructions relating to the case. 

23 .3 FIPS PROBLEM (NRC, FIPSPROBLEM) 
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Send e-mails to the FIPS Problem mailbox: 


A. If you are receiving FIPS errors, including if FIPS spontaneously closes 

B. If responsive records need to be copied from one case to another 

C. If records are incorrectly scanned in a case and need to be removed 

D. If FIPS is running unusually slow. 

If there are errors in FIPS or FIPS is running slowly, copy the following people on the e-mail: 
NRC, FOIA PROGRAM,_your supervisor, the current Assistant Director/FOIA PA and 
Supervisory Management Program Analyst. 

Include the following in the subject line of your e-mail: 

• If you are at a Work Stoppage and cannot do any work in FIPS, please title your subject 
line: WORK STOPPAGE, control number and issue. 

• If the case you are working on has a problem that is preventing you from completing it, 
please title your subject line, CASE NEEDS CORRECTION, control number and issue 

• If the message deals with a problem you can work around, please title your subject line: 
FYI ONLY, control number and issue. 

In all cases, in the body of your message, please follow the same format listed below. Attach 
sanitized screen prints if applicable. 

All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 

• What is your cube number? 

• What is you work extension number? 

• If there are errors in FIPS or FIPS is running slowly, include the following information in 
the e-mail: 

o What were you doing when the problem began? 

o Did you get an error message? If so, include the message or a screenshot of the 
message. 

o Is it slow or not responding at all? 
o What other Internet sites do you have open? 

• If you are viewing or editing Responsive Records: 

o How many pages of responsive records are there? 
o Do you have thumbnails on? 

o Were you checking in a document, image file or letter? 

• If you were doing a search: 

o If you were using a wild card, which field(s) and what criteria? 
o If you were searching on one field or more, which fields (e.g. first and last name)? 
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24. E-MAIL TO CUSTOMERS 


If necessary, send a message to the NRC, NRCFOIAMSB outlining what we need to say. The 
MSB supervisor will generate the e-mail to the requester and transmit. Include all information in 
the e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a 
Discussion in FIPS outlining your request to MSB. If you are asking for more information from 
the requester, create a slot in the case in FIPS to ensure that the case will close out automatically 
if no response is received from the requester. 

25. MAIL 

The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 

25.1 RETURNED MAIL: 

25.1.1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 

Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click “Save” 
to update FIPS. 
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2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 

25.1.3 Final Action Letters 

Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 
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25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address 
the reason the CD was returned. Discussion should include 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 

a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor 
are the only ones who see this paperwork. 

25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see section 25.2.3). 

• Status Request (see section 25.2.4). 


G-28 and return address 


is found, note case with 
“no other address found; 
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• Withdrawal of Request (see section 25.2.5). 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested (see section 34). 

• Correspondence about delinquent payments, including checks (see section 25.2.2) 

• Responses to Track 3 denial or Expedited Treatment denial (see section 25.2. 1) 

• Responses to requests for additional information (see section 25.2.2) 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. The OA Room 
Clerk assigned to handle mail should initial, date, and write what kind of document (such as CSD 
or REQ DOCS) on the top page and staple the pages together after scanning. Case creators may 
deliver the fax or mail with CSD’s to the OA room for scanning. 

Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the FOIA/PA supervisor. A supervisor must review the 
correspondence and make a determination. We must address within 10 days in writing 
our response to the expedited or Track 3 processing request, whether we grant or deny. 
FOIA/PA Assistants assigned to mail will place the mail in the Track 3 or Expedited 
Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 
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If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the FOIA-PA supervisor, who will make 
the determination. 

If a FOIA/PA Assistant or Public Information Specialist working in Records Locator 
queue discovers correspondence relating to expedited processing or Track 3 scanned in 
but has not been addressed by a supervisor; that person should insert a Discussion. If it is 
regarding a Track 3 request, approve or deny the request. If it is regarding an expedited 
request, send the case to Admin or Unit Chief and send an e-mail to the supervisor 
handling the expedited requests and include the control number of the case. See section 
6.3.1 for Track 3 and 6.3.6 for and Expedited processes. 

25.2.2 Requester documentation / additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS 9103 and PCQS or CLAIMS to locate any responsive records, or 
receipt files. If the subject of record entered before 1975 and may possibly have had no 
business with INS or USCIS after 1975, you may have to staff to Records Indexing (see 
section 12.7.5, Records Indexing/Manual Requests). If you cannot locate any records 
relating to your person, you may have to close the case as NR (see section 12.7.6, No 
Record). Copy screen-prints of your searches for scanning in as CSD. (FYI CSD’s can 
be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. 

See section 7.3, Reasonable Description of Records being Sought, and follow the steps in section 

7.3.4, Requesting Additional Information with the Acknowledgement Letter 

See Section 1 6, FC (Failure to Comply) Case Closings and if needed NR, No Record section 12.7.6 

25.2.3 Request for change of address 
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If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
(www.uscis.gov). 

From www.uscis.gov, find the link near the bottom of the left column under “Other 
Services” marked “FOIA Request Statu s Check .” Click there to navigate to the online 
status check page. 

The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 

If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 

If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

186 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1734 



If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the Calculate Queue Position button. Change the 
information on the letter that shows the status of the case, replacing it with the results 
from the online status check before you close and save. Use the latest Status Letter from 
the Tasks tab in FIPS. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 

25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 

25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 

26. BLANK TAPES/CD’s 

If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 

27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 

28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
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FOIA/PA requests with congressional correspondence should be handled under paragraph b. 
below. If you feel that you have a true congressional request or appeal, control the case, put the 
case in Unit Chief and e-mail your supervisor the control number. A supervisor will either send 
the case to SIG or return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requester, mark "self 1 in the source block, create the acknowledgment letter. If we 
receive a congressional request on behalf of a constituent, we must respond to both the requester 
and the congressional office. Prepare the case as you normally would, then open the 
acknowledgment letter (or the final action letter if you are closing it) and replace the requester’s 
address with the address of the congressional office. Print that letter and take it to the OA room 
to be mailed separately. Create a Discussion saying you did that. E-mail your supervisor. The 
subject of the E-mail should be “CONGRESSIONAL REQUEST FOR CONSTITUENT.” The 
body should have the case number, whatever the disposition of the case is, and the fact that you 
printed a separate letter to be mailed to the congressional office. If you are not sure what to do at 
any point, please contact your supervisor. 

29. INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to team members to correct the page counts. 

1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 
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6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 


The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOP ASS appointment. 

31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 

32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended (please refer to section 33) 

• Additional PII or consent is needed (please refer to section 32.7) 

• Requester docs have been received (please refer to section 32.8) 

• The wrong records were scanned into the case (please refer to section 32.9) 

• We need to send an interim interest letter to an incarcerated individual (please refer to 
section 32.10) 

• The file is lost or we got a response of not found or consolidated from a service center 
(please refer to section 32. 1 1) 

• Requester writes to request the record on paper (please refer to section 32. 1 2) 

• Requester wants to change the track of their case (please refer to section 34). 
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32.1 Start by reading Discussions. It is important to read all Discussions as well as insert 
Discussions as necessary. Listed below are points/actions that you should consider while 
working cases assigned to Records Locator queue. 

32.2 Always check the alien number(s) in CIS to verify its accuracy before proceeding. 

32.3 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.4 Read and follow directions in any Discussion found in the case regardless of the age of 
the case or who put them in. If there is a question, see your supervisor before proceeding with 
any action on the case. 

32.5 Any time you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.6 If the A file has been scanned in and we are waiting on a T-file, review T-file staffings in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel the pending T-file staffing, because the T-files no longer 
exist. Send the case to the processor. 

32.7 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity is needed from the requester/subject. 
You will have to create another Acknowledgement Letter and check the other documentation 
box. The Requester Documentation Attachment will automatically be added to the 
Acknowledgement Letter. Check the boxes required and pend the case for Requester 
Documentation. If the processor is asking for information that is already present in the 
scanned documents, put in a Discussion asking for clarification on what the processor is 
requesting. You may also have to point them to the slot where the information is currently 
contained. Send the case to Unit Chief with a Discussion. 

32.8 If we have received pending Requester Documentation: Review the information 
provided. If the request er/subject adequately provided the requested PII and/or consent, 
request the file. 

32.8.1 The requester/subject may respond negatively to the request for PII. For 

instance, we might have asked for A-Number and/or Petition/Receipt number, and they 
responded “none” or “unknown” to both. If we receive a negative response, attempt to 
locate an alien file and staff, matching as much of the PII as possible. If you find a file, 
pend the case for responsive records based on best available information and create a 
Discussion saying you did so. If you are unable to find a file, close as FC. For the 
procedure, please see section 16, Failure to Comply. 
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32.8.2 The requester/subject may not return the VOI or consent we asked for. If so, 

generate a FC letter and replace the contents of the letter with the appropriate FC letter 
depending on the version of the G-639. Create a Discussion explaining the FC. Send the 
case to the Up-front Approver when you are finished. 

The two versions of the FC letter 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_Unperfect 
ed Letter or 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_ 
Unperfected Letter for Older G-639 version 

32.8.3 If a request for consent is returned but the requester says he or she is a third 
party requester (they have no relationship to the subject of the record and cannot or will 
not get consent), do not request the file. Create a Discussion with your findings and 
close as FC, consent and Verification of Identity. 

32.9 Wrong Records. Occasionally you will pull a case in Records Locator queue and there 
is a Discussion stating the wrong records have been scanned into the case. This will require 
some investigative work before a solution can be determined. 

32.9.1 Did the Case Creator use the wrong alien number? If so, please request the 
correct file. You must then send an e-mail to NRC, FIPS Problem and ask that the wrong 
records be removed. 

32.9.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there 
are two cases for the requester. If not, you will need to correct the one that exists to 
become a request for the beneficiary’s information. Locate the correct records and re- 
staff only if you have the beneficiary’s PII and VOI. If not, close as FC. For Procedure, 
please see section 16. 

32.9.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible 
that the scanning contractor has scanned the wrong file into this case. Here are the steps 
to follow if you believe this may have happened: 

32.9.3. 1 Look for a pending case for the records that were scanned into 
your case. 

32.9.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.9.3.3 If the responsive records are not scanned into the case, send an e- 
mail to NRC, FIPS Problem and ask them to move the responsive records 
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from your case over to the correct case. Also ask them to remove the 
responsive records from your case and staffing response to “pending.” 

32.9.3.4 If the pending case already has records scanned in, review those 
records. 

32.9.3.4.1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 

32.9.3.4.2 If they are duplicates, then you do not have to do 
anything with that case. 

32.9.3.4.3 Send an e-mail to NRC, FIPS Problem asking them to 
remove the wrong records from the staffing response and 
responsive records slots and re-set their status to “pending.” 

32.10 Mailing address is a detention facility. If you open a case in Records Locator queue 
and there is a Discussion instructing you to create an interim response letter because the 
individual is incarcerated: 

32.10. 1 The request must be over six months old before we send out the interim letter. If 
your case meets this criterion, create an Interim Interest Letter. 

32. 10.2 If the interim interest letter is returned saying the subject is no longer in custody 
and we do not have another address for the subject, you can close the case FC. For the 
procedure, please refer to section 16. Do not close out the case FC without the 
returned mail. 

32. 10.3 If the individual is still incarcerated and still interested in receiving the record, 
send the case to the processing queue. 

32.11 If you open a case in Records Locator queue and there is a document scanned into 
the Staffing Response and the Responsive Records slot which has been changed to 
Inactive, look at the document scanned in to the Staffing Response. 

32.11.1 If the case was staffed for a receipt file that has been sent to NVC (National Visa 
Center), redirect the request to NVC. Create the Final Action Letter, choose “RD” and 
select “NVC” from the drop-down box. Save the document and check it in. Send the 
case to Up-front Approver. 

32. 11.2 If the receipt file is marked Lost, File Destroyed, File Cannot Locate, or 
Rejected, please refer to section 12.7. 14, Receipt files; Lost receipt file, File destroyed, 
File cannot locate or File Rejected. 

192 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1740 



32.12 Paper. If a requester in the United States asks for his or her records on paper, uncheck 
“Print to CD” box create a Discussion citing the reason. Next, go to the Tasks tab and create a 
Status letter. In the Status letter, write, “This letter serves to notify you that we will be 
providing your records on paper.” 


33. REPENDING IN RECORDS LOCATOR QUEUE 

33.1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF ACS/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 
Please continue to repend these cases as necessary. FIPS automatically sets a new due 
date at 60 days. If it is an RDF staffing, please change the new due date to 365 days. 

33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffmgs for files, then 
e-mail NRC, FOIAFILEREQ to research and to have the file scanned in if necessary. 

33.6 Not used. 
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33.7 When repending a case in Records Locator, please follow these steps: 

33.7. 1 Search for any duplicates 

33.7. 1.1 If you find a duplicate, refer to section 6.4, Search for Duplicate Cases. 

33.7.2 If you do not find a duplicate: 

A. Under the Contents tab, on the Staffing Letter to which you want to repend. 

B. Left-click on either the Staffing Response or Responsive Records and do not 
move the mouse to another location on the page until the drop-down menu 
appears. 

C. Click on Manage Document from the drop-down menu. 

D. On the right side of the pop up screen, you will see Days to Pend with a box 
showing 60. Leave the number of days 60 unless it is an RDF or a Lost File 
Staffing-pl ease refer to sections 12.7.2 and 12.7.3 for Lost File Instructions. 

E. If repending an overdue RDF staffing, type 365 in the Days to Pend box before 
you click on Update Due Date. 

34. CHANGING THE TRACK OF A CASE 

We do not change the track of a case except in the following instances: 

34.1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 

34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 

34.3 The requester has a Track 1 or 2 case and provides the required documentation to 
change their request to a Track 3. Prepare a status letter and advise the requester that their 
case is now in Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy 
NRC, FOIA PROGRAM and your supervisor. The e-mail should include the case number and 
the action you took. 
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35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

Sometimes the case has not come up for processing yet and you encounter this situation in 
Records Locator queue. If that happens, create a Discussion indicating the problem (Responsive 
Records scanned into Staffing Response slot), and send a message to NRC, FIPSPROBLEM 
with the following information: 

A. The NRC control number of the case, 

B. The A number or Receipt Number of the records, 

C. The staffing sequence they are scanned into, and 

D. The number of pages scanned in. 

Finally, send the case to Unit Chief/Admin so that the problem can be resolved. 

36. Deleted 

Cas e s r e c e iv e d in R e cords Locator qu e u e that n ee d acknowl e dg e m e nt l e tt e rs must b e r e- assign e d 
to a Troubl e shoot e r in th e Cas e Cr e at e rol e . Pl e as e contact a sup e rvisor with th e NRC Control 
Numb e r and ask that th e cas e b e r e assign e d to you in th e Cas e Cr e at e rol e . 

37. RE-STAFFING 

There should be a discussion directing you to re-staff. If you are unsure about what to do, please 
contact a member of MSB. The two most common re-staffing scenarios are: 

• The file moved to another office - and we have to cancel pending slot and staff to the 
correct FCO *Do not confuse this with files that are now in-transit to NRC. 

• The current staffing is not correct (for example - an Atlanta general staffing instead of an 
Atlanta ICE staffing). In that scenario, we must cancel the pending slot and re-staff 
properly. If you are unsure, consult a member of MSB. 
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38. FOIA SAFE 


Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 

39. IN TRANSIT FILES 

If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 

40. MODIFICATION OF RECEIPT DATES 

Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 

41. MSB DIRECTED PROJECTS 

Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIA Fax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786,5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www . uscis.g o v 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’ s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 
Freedom of Information Act Office 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

U.S. Department of State 

Attn: Margaret Grafeld 

Office of Information Programs and Services 

A/GIS/IPS/RL, SA-2, Room 8100 

Washington, DC 20522-8100 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 

FOIA Appeals Office 

150 Space Center Loop, Suite 500 

Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Ciudad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 
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LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL - Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 
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SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI - Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG - Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV- Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error (see section 15). 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable (see section 14). 

NR - The case was closed as no record. We have conducted a thorough search of all databases 
for any files relating to the subject and found no results. All (non-responsive) screen prints are 
scanned in as CSD. 

UT - Unable to locate alien file. We know there is a record, but it is lost. We may close cases if 
the alien file is marked as lost and it has been more than one year, but we must be able to prove 
we conducted a thorough search of all systems. 

FC - Case closed for failure to comply (see section 16). 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 


www.uscis.gov 


Title 

Form Number 

Chanqe of Address 

AR-11 

Alien's Chanqe of Address Card 

AR-11SR 

Genealoqy Index Search Request 

G-1041 

Genealoqv Records Request 

G-1041A 

Notice of Entry of Appearance as Attorney or Representative 

G-28 

Bioqraphic Information 

G-325 

Bioqraphic Information 

G-325A 

Bioqraphic Information 

G-325B 

Bioqraphic Information 

G-325C 

Freedom of Information Act/Privacy Act Request 

G-639 

Verification Request (Non-SAVE aqencies) 

G-845 

Document Verification Request Supplement 

G-845 Supplement 

Document Verification Request (SAVE Aqencies) 

G-845S 

Return of Oriqinal Documents 

G-884 

Application for Replacement/Initial Nonimmiqrant Arrival-Departure Document 

1-102 

Petition fora Nonimmiqrant Worker 

1-129 

Petition for Alien Fiance(e) 

1-1 29F 

Nonimmiqrant Petition Based on Blanket L Petition 

1-1 29S 
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Title 


Form Number 


PgMQn,fQLA|ien .Rejativ e 

Application for Travel Document 

Affidavit of .Support 

Immigrant Petition for Alien Worker 

Ap.pJjcatign_fo£Ad^ Permjssjpn to.ReturnJo 

Application for Advance Permission to Enter as a Non-Immigrant 

Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppjjcatjpn i for Removal 

Notice of Appeal or Motion 

PeMQnlQr.Ame_ras^ 

Affidavit of Financial Support and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Request lojjjnf^ of FjnanciaJ„Support„and Jn^ntJo,J^tiy i ^„fbr_Leg^jCu i stod i ^[ 

for P.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


-130 

-131 

-134 

-140 

-191 

-192 

-193 

-212 

-243 

-290B 

-360 

-361 

-363 

-485 

-485 Supplement A 
-485 Supplement C 
-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
INA) 


Waiver of Rights, Privileges, Exemptions ? and Immunities I-508F 
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Title 


Form Number 


Jmmjflra^^ 1-526 

Application To Extend/Change Nonimmigrant Status 1-539 

EQLP.©!^ siaius„vvhilejn,the„yn^ 1-539, Supplement A 

status. 

Interagency Record of Request - A, G or NATO Dependent Employment Authorization 1-566 
PlChangeyAdj^ 

Application for Asylum and Withholding of Removal 1-589 

Petition to Classify Orphan as an Immediate Relative 1-600 

Application for Advance Processing of Orphan Petition I-600A 

Application for Waiver of Ground of Inadmissibility 1-601 

Application B y Refugee For Waiver of Grounds of Excludability 1-602 

Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 1-612 
thejjimiflration and^Natio^ 

Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 1-643 

Application for Status as a Temporary Resident Under Section 245A of the Immigration 1-687 
3 n.ct N ^ tj o.Q sJ.Lt y. Act 

Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 210 of the 1-690 
Immigration and Nationality Act 

Report of Medical Examination and Vaccination Record 1-693 

Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 1-694 

NatjonaJjty„Act 

Application to Adjust Status from Temporary to Permanent Resident (Under Section 1-698 
245A of Public Law 99-603) 

Refugee/Asylee 1-730 
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Title 


Form Number 


Petition jo Remove Jhe Condition^ 

Application for Employment Authorization 
Appjication Jor RepJacementof.No 

Petition to Classify Convention Adoptee as an Immediate Relative 

ApMcatignjor.Determm^ 

Application for Family Unity Benefits 
Application for Temporary Protected Status 
Application for Action on an Approved Application or Petition 
Petition by Entrepreneur to Remove Conditions 
Inter-Agency Alien Witness and Informant Record 
Affidavit of Support Under Section 21 3A of the Act 
Contract Between Sponsor and Household Member 
Affidavit of Support Under Section 21 3A of the Act 
Poverty Guidelines 

Intending Immigrant's Affidavit of Support Exemption 
,§£QD.sg[!s .Notjce^oJ Change o^ 


(Pursuant to Section 203 of Public Law 1 05-1 00 (NACARA)) 


Emplo ym ent Eligibility Verification 


-751 

-765 

-777 

-800 

-800A 

-817 

-821 

-824 

-829 

-854 

-864 

-864A 

-864EZ 

-864P 

-864W 

-865 

-881 

-9 


Application to Replace Permanent Resident Card 1-90 

Application for Authorization to Issue Certification for Health Care Workers 1-905 
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Title 


Form Number 


R je qu est for _PremUj m .Pro ce ss]na,S e rv i ce 1-907 

Application for T Nonimmigrant Status 1-914 

P ' et it i o n fo r. U . N o nil mi mig rant Statu s 1-918 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 1-929 

Ap.pjjcatign.to .File Declarator N-300 

Request for a Hearing on a Decision in Naturalization Proceedings (Under Section 336 N-336 

of the INA) 

Monthly Report Naturali zatio n Papers N-4 

Application for Naturalization N-400 

N-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJjcatign.fgpRepiacement.Natu N-565 

Application for Certificate of Citizenship N-600 

Application fop Citizenship...^ N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification for Disability Exceptions N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

ADDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFM 

Adjudicators Field Manual 

A-File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 

BBAT 

Bond Backlog Action Team 
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BCAA Background Check and Adjudicative Assessment 
BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 

BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP B ackl og Reducti on PI an 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 

CDSO Collateral Duty Security/Safety Officer 
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CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CP 

Case Processor 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSD 

Case Supporting Documents 

CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

GUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 
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DACS 

Deportable Alien Control System 

DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

DP 

Duplicate 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAD 

Employment Authorization Document 

EAP 

Employee Assistance Program 
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EARM Enforce Alien Removal Module 

ECN Enterprise Collaborative Network 

EDMS Enterprise Document Management System 

EEOC Equal Employment Opportunity Commission 

EEV Employment Eligibility Verification 

EFOIA Electronic Freedom of Information Act (initiative) 

ELIS Electronic Immigration System 

ENFORCE Enforcement Case Tracking System 

EOIR Executive Office of Immigration Review 

eOPF Electronic Official Personnel Folder (eOPF) 

EPA Environmental Protection Agency 

ER Created in Error 

ERO Eastern Regional Office 

ESC Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

F A A F ederal Avi ati on Admi ni strati on 

FARES Fees and Applications Receipt and Entry System 

FBI Federal Bureau of Investigation 

FC Failure to Comply 

FCC Federal Communications Commission 
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FCO 

File Control Office 

FD-258 

Fingerprint Card 

FDL 

Forensic Document Laboratory 

FDNS 

Fraud Detection National Security 

FDNS-DS 

Fraud Detection National Security - Data System 

FDU 

Fraud Detection Units 

FED VIP 

Federal Employees Dental and Vision Insurance Program 

FEGLI 

Federal Employees Group Life Insurance 

FEHB 

Federal Employees Health Benefits 

FEMA 

Federal Emergency Management Agency 

FHA 

Federal Housing Administration 

FIPS 

Freedom of Information & Privacy Act Processing System 

FISMA 

Federal Information Security Management Act 

FLETC 

Federal Law Enforcement Training Center 

FMLA 

Family Medical Leave Act 

FOD 

Field Office Director 

FOH 

Federal Occupational Health 

FOIA 

Freedom of Information Act 

FOSC 

Fugitive Operations Support Center 

FOUO 

For Official Use Only 

FPS 

Federal Protective Service 

FRC 

Federal Records Center 
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FSM 


Field Security Manager 


G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 

GPO Government Printing Office 

GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 
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1-134 


Affidavit of Support 


I- 1 40 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 

I-485B NACARA Supplement to Form 1-485 Instructions 

1-539 Application to Extend/Change Nonimmigrant Status 

1-551 Alien Registration Card (Green Card) 

1-589 Application for Asylum and Withholding of Removal 

1-600 Petition to Classify Orphan as an Immediate Relative 
1-751 Petition to Remove Conditions of Residence 

1-765 Application for Employment Authorization 

1-821 Application for Temporary Protected Status 

1-864 Affidavit of Support under Section 2 1 3 A of the Act 

IA Immigration Agent; or Investigative Assistant 

IBF Identity and Benefit Fraud (program) 

IBIS Interagency Border Inspection System 

ICE Immigration and Customs Enforcement 

ICE-BFU ICE Benefit Fraud Unit 

ICEPIC ICE Pattern Analysis and Information Collection. 

220 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1768 



ICF Immigration Card Facility 

ICS Information and Customer Service 

IDDMS Integrated Digitization Document Management Program 

IDENT Automated Biometric Identification System 

IDMS Identity Management System 

IDP Individual Development Plan 

IE Immigration Examiner 

II Immigration Inspector 

IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

U Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 
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ISSM 

Information Systems Security Manager 

ISSO 

Information Systems Security Officer 

IT 

Information Technology 

IT SR 

Information Technology Service Request 

JABS 

Joint Automated Booking Stations 

JPATS 

Justice Prisoner and Alien Transportation Service 

JTTF 

Joint Terrorism Task Force 

KST 

Known Suspected Terrorist 

LAPR 

Lawfully Admitted Permanent Resident 

LAPS 

Legalization Application Processing System 

LEAD 

Leadership Education and Development 

LES 

Law Enforcement Sensitive 

LESC 

Law Enforcement Support Center 

LIFE 

Legal Immigration Family Equity (Act) 

LIN 

Northern Service Center (Lincoln, NE) 

LOU 

Limited Official Use 

LPR 

Lawful Permanent Resident 

LULAC 

League of United Latin American Citizens 

MFAS 

Marriage Fraud Amendment System 

MOA 

Memorandum of Agreement 

MOU 

Memorandum of Understanding 

N-300 

Application to File Declaration of Intention 
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N-400 


Application for Naturalization 
N-565 Application for Replacement of Naturalization/Citizenship Document 
N-600 Application for Certification of Citizenship 
NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 
NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 
NARA National Archives and Records Administration 
NBC National Benefits Center 

NCIC National Crime Information Center 

NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NR No Record (we are not able to find any record) 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 
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NT A 

Notice to Appear 

NVC 

National Visa Center 

NWIRP 

Northwest Immigrant Rights Project 

OA 

Office Automation 

OCC 

Office of Chief Counsel 

OCDETF 

Organized Crime Drug Enforcement Task Force 

OCIO 

Office of the Chief Information Officer 

OCSE 

Office of Child Support Enforcement 

OEM&S 

Office of Emergency Management & Safety 

OEP 

Occupant Emergency Plan 

OEPC 

Office of Emergency Preparedness and Coordination 

OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 
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ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

PC 

Peace Corps 

PCII 

Protected Critical Infrastructure Information 

PCQS 

Person-Centric Query System 

PIA 

Privacy Impact Assessment 

PE 

Personally Identifiable Information 

PLAIN 

Plain Language Action and Information Network 

POC 

Point of Contact 

POE 

Port of Entry 

PTA 

Privacy Threshold Assessment 

PTIG 

Privacy Technology Implementation Guide 

RAC 

Resident Agent in Charge 

RAFACS 

Receipt and Alien File Accountability and Control System 
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RAIO 


Refugee Asylum and International Operations 
RAPS Refugee, Asylum and Parole System 
RAVU Refugee Access Verification Unit 

RD Redirected to another agency outside DHS 

RDF Records Digitization Facility 

RF Referred to a DHS component other than USCIS 

RL Records Locator 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 

SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 
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SES 


Senior Executive Service 


SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SOR Subj ect of Record 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 

STAR System for Time and Attendance Reporting 

TAC Third Agency Checks 

TAP Tuition Assistance Program 

TCDD Training and Career Development Division 

TECS Treasury Enforcement Communication System 

TPO Transformation Program Offices 
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TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UC 

Unit Chief 

UFA 

Up-front Approver 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 

USMC 

United States Marine Corps 

USMS 

United States Marshals Service 

USN 

United States Navy 

USNCB 

United States National Central Bureau of INTERPOL 
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USPS 

United States Postal Service 

USRAP 

U.S. Refugee Admissions Program 

usss 

United States Secret Service 

UT 

Unable to locate (we know a record exists, but it is lost) 

VA 

Department of Veterans Affairs 

VAWA 

Violence Against Women Act 

VAWO 

Violence Against Women Office 

VD 

Voluntary Departure 

VIS 

Verification Information System 

VOI 

Verification of Identity 

VTVPA 

Victims of Trafficking and Violence Protection Act of 2000 

VWPP 

Visa Pilot Waiver Program 

WAC 

Western Adjudications Center 

WHO 

World Health Organization 

WHTI 

Western Hemisphere Travel Initiative 

WSC 

Western Service Center (same as California Service Center) 

WTC 

Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem. Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department, Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-Numbers for a person, we combine the two files. One of the A-Numbers 
becomes the “survivor” and the other becomes the “consolidated A-Number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing b y any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System (FIPS) - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of peijury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis.gov/portal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 


¥ : 

V, 

: 


ll®#^ 

ijjHMMI 


• Track 1 is used for the less complex cases. These are cases where only one Two or three, 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


Track * L~ 


Track history 


M 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create Flow Chart for All mv records. 
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JULIAN DATE CALENDAR 

PERPETUAL 


Day 

Jan 

Feb 

Mar 

Apr 

May 

Jun 

Jill 

Aug 

Sep 

Oct 

Nov 

Dec 

Day 

1 

001 

032 

060 

091 

121 

152 

182 

213 

244 

274 

305 

335 

1 

2 

002 

033 

061 

092 

122 

153 

183 

214 

245 

275 

306 

336 

2 

3 

003 

034 

062 

093 

123 

154 

184 

215 

246 

276 

307 

337 

3 

4 

004 

035 

063 

094 

124 

155 

185 

216 

247 

277 

308 

338 

4 

5 

005 

036 

064 

095 

125 

156 

186 

217 

248 

273 

309 

339 

5 

6 

006 

037 

065 

096 

126 

157 

187 

218 

249 

279 

310 

340 

6 

7 

007 

038 

066 

097 

127 

158 

188 

219 

250 

280 

311 

341 

7 

8 

008 

039 

067 

098 

128 

159 

189 

220 

251 

281 

312 

342 

8 

9 

009 

040 

068 

099 

129 

160 

190 

221 

252 

282 

313 

343 

9 

10 

010 

041 

069 

100 

130 

161 

191 

222 

253 

283 

314 

344 

10 

11 

011 

042 

070 

101 

131 

162 

192 

223 

254 

284 

315 

345 

11 

12 

012 

043 

071 

102 

132 

163 

193 

224 

255 

285 

316 

346 

12 

13 

013 

044 

072 

103 

133 

164 

194 

225 

256 

286 

317 

347 

13 

14 

014 

045 

073 

104 

134 

165 

195 

226 

257 

287 

318 

348 

14 

15 

015 

046 

074 

105 

135 

166 

196 

227 

258 

288 

319 

349 

15 

16 

016 

047 

075 

106 

136 

167 

197 

228 

259 

289 

320 

350 

16 

17 

017 

048 

076 

107 

137 

168 

198 

229 

260 

290 

321 

351 

17 

18 

018 

049 

077 

108 

138 

169 

199 

230 

261 

291 

322 

352 

18 

19 

019 

050 

078 

109 

139 

170 

200 

231 

262 

292 

323 

353 

19 

20 

020 

051 

079 

110 

140 

171 

201 

232 

263 

293 

324 

354 

20 

21 

021 

052 

080 

111 

141 

172 

202 

233 

264 

294 

325 

355 

21 

22 

022 

053 

081 

112 

142 

173 

203 

234 

265 

295 

326 

356 

22 

23 

023 

054 

082 

113 

143 

174 

204 

235 

266 

296 

327 

357 

23 

24 

024 

055 

083 

114 

144 

175 

205 

236 

267 

297 

328 

358 

24 

25 

025 

056 

084 

115 

145 

176 

206 

237 

268 

298 

329 

359 

25 

26 

026 

057 

085 

116 

146 

177 

207 

238 

269 

299 

330 

360 

26 

27 

027 

058 

086 

117 

147 

178 

208 

239 

270 

300 

331 

361 

27 

28 

028 

059 

087 

118 

148 

179 

209 

240 

271 

301 

332 

362 

28 

29 

029 


083 

119 

149 

180 

210 

241 

272 

302 

333 

363 

29 

30 

030 


089 

120 

150 

131 

211 

242 

273 

303 

334 

364 

30 

31 

031 


090 


151 


212 

243 


304 


365 

31 
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JULIAN DATE CALENDAR 

FOR LEAP YEARS ONLY 


Day 

Jan 

Feb 

Mar 

Apr 

May 

Jun 

Juf 

Aug 

Sep 

Oct 

Nov 

Dec 

Day 

1 

001 

032 

061 

092 

122 

153 

183 

214 

245 

275 

306 

336 

1 

2 

002 

033 

062 

093 

123 

154 

184 

215 

246 

276 

307 

337 

2 

3 

003 

034 

063 

094 

124 

155 

185 

216 

247 

277 

308 

338 

3 

4 

004 

035 

064 

095 

125 

156 

186 

217 

248 

278 

309 

339 

4 

5 

005 

036 

065 

096 

126 

157 

187 

218 

249 

279 

310 

340 

5 

6 

006 

037 

066 

097 

127 

158 

188 

219 

250 

280 

311 

341 

6 

7 

007 

038 

067 

098 

128 

159 

189 

220 

251 

281 

312 

342 

7 

8 

008 

039 

068 

099 

129 

160 

190 

221 

252 

282 

313 

343 

8 

9 

009 

040 

069 

100 

130 

161 

191 

222 

253 

283 

314 

344 

9 

10 

010 

041 

070 

101 

131 

162 

192 

223 

254 

284 

315 

345 

10 

11 

Oil 

042 

071 

102 

132 

163 

193 

224 

255 

285 

316 

346 

11 

12 

012 

043 

072 

103 

133 

164 

194 

225 

256 

286 

317 

347 

12 

13 

013 

044 

073 

104 

134 

165 

195 

226 

257 

287 

318 

348 

13 

14 

014 

045 

074 

105 

135 

166 

196 

227 

258 

288 

319 

349 

14 

15 

015 

046 

075 

106 

136 

167 

197 

228 

259 

289 

320 

350 

15 

16 

016 

047 

076 

107 

137 

168 

19B 

229 

260 

290 

321 

351 

16 

17 

017 

048 

077 

108 

138 

169 

199 

230 

261 

291 

WilL. 

352 

17 

18 

018 

049 

078 

109 

139 

170 

200 

231 

262 

292 

323 

353 

18 

19 

019 

050 

079 

110 

140 

171 

201 

232 

263 

293 

324 

354 

19 

20 

020 

051 

080 

111 

141 

172 

202 

233 

264 

294 

325 

355 

20 

21 

021 

052 

081 

112 

142 

173 

203 

234 

265 

295 

326 

356 

21 

22 

022 

053 

082 

113 

143 

174 

204 

235 

266 

296 

327 

357 

22 

23 

023 

054 

083 

114 

144 

175 

205 

236 

267 

297 

328 

358 

23 

24 

024 

055 

084 

115 

145 

176 

206 

237 

26B 

298 

329 

359 

24 

25 

025 

056 

085 

116 

146 

177 

207 

238 

269 

299 

330 

360 

25 

26 

026 

057 

086 

117 

147 

178 

208 

239 

270 

300 

331 

361 

26 

27 

027 

058 

087 

118 

148 

179 

209 

240 

271 

301 

332 

362 

27 

28 

028 

059 

088 

119 

149 

180 

210 

241 

272 

302 

333 

363 

28 

29 

029 

060 

089 

120 

150 

181 

211 

242 

273 

303 

334 

364 

29 

30 

030 


090 

121 

151 

182 

212 

243 

274 

304 

335 

365 

30 

31 

031 


091 


152 


213 

244 


305 


366 

31 


USE IN 2004, 2088, 2012, 2016, 2020, 2024. ETC. 
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APPENDIX I; ALIEN NUMBER ASSIGNMENT 




' TTTTrTTTT W^S?m^r rTTTTTTTT i 






wmm 


issued wtz-io&k 

SHEV&CXAL JULES 

A &C1-GGB-0O& 

A 





adjustments 

SHTCCUL JULES 

AO* 2-005-000 

A 014-PS9-P90 

CREWMAN 

PHYSCIAL FILES 

A 01500C-000 

A 

ADJU &TMEBTS 

FEYSCIAL FILES 

A 

A Q29-99V-99* 





VISA 1ST ATE DEPTJ 

PHYSCIAL JULES 

A 020-050-000 

A 

ASJE7SI WEST S 

PHYSCIAL JULES 

A G7EM>3O-0GG 

A 070-45 1-200 

FAMILY P AZRJFESS- 

PHYSCIAL FILES 

A 070-401-20:1 

A 070-503-300 





ADJUSTMENTS. 

PHYSCIAL JULES 

A 070- 503 -201 

A 070-527-200 

FA5SELY FAIRS ESS 

PHYSCIAL JULES 

A 07U-5.27-201 

A 070-P87-2G0 

A&jRsiMzarrs- 

PHYSCIAL FILES 

A 075-9S7-2C1 

A 077-536-P51 





KOSOVO 

PHYSCIAL FILES 

A 077-5013-052 

A 077-537-451 

ADJUSTMENTS. 

PHYSCIAL JULES 

A 070--537-+S3 

A 07P-P93-990 

BORDER AP&REKSSSE085 

ELECTRONIC O RL Y 

A GHMXXMHK! 

A 





ADJUSTMENTS 

PHYSCIAL FILES 

a om -OOC-CCO 

A 039-999-999> 

LEGALIZATION 

PHYSCIAL FILES 

A OSO-GOO-OSC 

A 092-999-993 

TEMPORARY PROTECTIVE STATE® (TP5J 

PHYSCIAL JULES 

A 094-005-000 

A 094-350-500 





TEMPORARY PROTECTIVE STATUS <TP51 

PHYSCIAL JULES 

A 094-323-751 

A 094-334-250 

HURRICANE MITCH 

PHYSCIAL FILES 

A O54-250-5OI 

A 094-22S-750 

HUF2BCAKE M2TCH 

PHYSCIAL FILES 

A 094-234-251 

A 094-3*4-250 





'TEMPORARY PROTECTIVE STATUS ;TPS? 

PHYSCIAL F3LES 

A OP4-3 54-251 

A 0P4-35S-500 

KOSOVO 

PHYSCIAL FILES 

*0*4-303-501 

A S94-4C4-750 

TEMPORARY PROTECTIVE STATUS gTPSj 

PHYSCIAL FILES 

A 054-404-751. 

A 094-500-000 





KOSOVO 

PHYSCIAL FILES 

A 054-502001 

A 094-527-000 

TEMPORARY PROTECTIVE STATUS (EPS) 

PHYSCIAL JULES 

A 094-750-000 

A 095-039-999 

NSC ORPKAKS 

PHYSCIAL FILES 

A 054-500-001 

A 094-50 2-OC* 





NSC ORPHANS 

PHYSCIAL FILES 

A 054-527-001. 

A 094-528-000 

REFUGEES 

PHYSCIAL FILES 

A 094-525-001 

A O94-C23-00C 
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mmm 

mmnm : 

• mpm 



i 

$mnm 






RE-FUG EES 

HEKSC&Kb FILES 

A 094-S33-9GS 

A 094-7*9-959 





AIML?ST3tEFiTS 

PHYSCLAL FILES 

A $95-100000 

A 09-fc- 749-999 

LIFE ACT' 

PKYSCIAL FILLS 

A 095-750-000 

A 09-6-999-999 

ASJUS79TEKTS 

FKYSCIAL- FILES 

A O97-<KK?-Q0G 

&Q9B-Q99-999 





AraUSTUECTS 

PKYSCIAL .FILLS 

A 093-100-000 

A 099-099-999- 


AB-JUSTSSEFFTS 

EH5SCIAL FILLS 

A 099-100-000 

A 099-399-999 

AO^STMESTS 

PKYSCLAL FILES 

A 099-300-000 

A 099-999-999 





AUTH 0 E 22 ATI 01 ? DDCOM EHT JEAE'i 

ELECTRONIC ONLY 

A 1 00-000-000 

A 19#-£99-999. 

ASJUSTBIEESTS 

BKV&CZAL FILES 

a zm-mC'-mo 

A 323-999 999 

TKJrT ISSUED 

HOT ISSUED 

A 20-4 -000-000 

A 20-39-999-999 





AraUSTKEOTS 

PHTSCIAL FILLS 

A 205-000-000 

A 205-999-999 

SOT ISSUED 

NOT- ISSUED 

A KOS-r 000-000 

A 2094300 -COO 

AD->J!L'STMT3TTS 

PKY&CIAL .FILLS 

A 210-000-000 

A 211-999- 999 





.REFUGEES 

PHYSGZAL FILES 

A 2i2- 000-000 

A3i3:-390-0S-S- 

AS'iUSTSfi EETS 

NOT ISSUED 

A 312-400-000 

A 

SOT ISSUED 

NOT ISSUED 

A 2530-0Q0-0CC* 

A 300>299-999 





ABJUSTKEa? 

PffYSCLAL FILES 

A SOQ-SQC-OOC 

A 300-333 -501 

mi ISSUED 

HOT ISSUED 

A 300-0 22-502 

A 999-999-999 


USDSEBt: 

CKZWMA.S: Fifeften, said sixteen, raiSIk-n Msies ih.-s.re: b^-ssr .*s-s'a«d zq Alien Cx«ssrm«nL LzEufttH? Fsrjuii. arid lierzsifi-catis-n Cards grasi-ge. The: biscbs -«f 
s7j2s.SME.-rL Ks-ssskc-s s^cujsR. -ss.ch ctST-i*. 

LIECTROHie ONLY: ?fc- caw^lra: ;*•::*«* are creates. 

PHYC1AL FILES:: A'Jizrosez wish A-FiJe Jasiaslc 

.SOT ISSUED: The :«sn.-cE%sere art ac-4 b>: ttKedi -say OSe s or ?S*sgrairj 

VISA JSFATE DEPTij:: DoS is *Jactr«asc-alhr as-wgraaS. ^kch- of A-.K«m&er.o :ha: ikspassssa to Vkr jwicsete. 
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APPENDIX J: 16 RULES OF CASE CREATE 


1 . Read the entire request, including all requester documents and case supporting documents. 
Look for specific language on the bottom of the G-639. What are they requesting? This will give 
you direction before you start filling in the worksheet. 

2. Search for duplicate cases before you fill out the worksheet. Search by A number, if 
provided, and the subject’s first and last name. Send any duplicate cases and/or documents that 
belong to a previous case (such as CSD’s, requester documents, or track changes) to the 
Research queue. 

3. Make sure we have valid consent, and VOI (DOB and COB). If not, close as FC, including a 
Discussion of your reason for closing it. If you have a question, consult a supervisor. 

4. If we have everything in rule 3, we do not send for requester documentation except in cases 
that do not meet Reasonable Description of Records Being Sought (section 7.3 of the guide). If 
you feel there are extenuating circumstances that require you to go out for additional 
information, you must get supervisor approval and case note the reason. 

5. If you do not immediately find a person, search PCQS every time. Use the symbol to 
search for double last names. Example, Juan Rodriguez Martinez would be searched under last 
name as “rodriguez*” This will catch every last name that ends with Rodriguez plus all other 
last names, including names that are hyphenated. If you do not find Juan Rodriguez Martinez, 
try reversing the last name to Juan Martinez Rodriguez. Also set the parameters in PCQS so that 
it searches at least +/- 3 months on both sides of the birthday. 

6. Cross-reference everything you find in PCQS with CIS. If there is a discrepancy between 
PCQS and CIS, seek out a supervisor for advice. 

7. If you do not immediately find a person, always check the date of entry on the request. 

Always do a Records Indexing staffing on subjects who entered prior to 1975. 

8. Always Staff, Redirect, or Refer cases based on what is responsive to the request, meaning 
what they ask for, and not necessarily what they provide. For example, if they ask for voluntary 
departure information in 1999, don’t staff for a receipt file just because they listed it on the back 
of the G-639. It is not responsive to the request. Always refer to the track 1 and 2 flow charts if 
you are unsure how to proceed. Make sure you are addressing all of the request. If they ask for 
a copy of their 1-94 and deportation records, you will need to RF them to CBP and include ICE 
information or vice versa. 

9. Use the address listed on the G-639. If you cannot read the address listed on the G-639, or the 
address is from a consular office, or a congressional office, you may use the address listed on the 
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G-28, or other documents in the request, such as an envelope. If you find no other address, insert 
a Discussion and send the case to Unit Chief. Don’t forget to look for apartment or suite 
numbers, which are to the far right of Form G-639, and always double check the address. 

10. Make sure you are marking the correct track and it matches the category. Specific requests 
for 3 documents or less are track 1 cases. You must add the specific language on the request (or 
as close as possible to their language) to the track 1 acknowledgment letter. 

1 1 . Make sure you address any Track 3, expedited or fee waiver requests. FOIA/PA assistants 
may approve or deny Track 3 requests. If there is no cover sheet, you must send expedited and 
fee waiver requests to Unit Chief for approval, or denial, and a supervisor will return it to you to 
create the letter. If the case is being closed as a NR, RD, RF, DP, or NA, you do not mark it as 
expedited, or fee waiver request. If there was an expedited or fee waiver request that was 
approved or denied, change it back to “Not Requested” and save it before you send the case to 
Up-Front Approver. 

12. Do not staff for A-Files that have been lost for more than 9 months. Follow the instructions 
on the lost file flow chart at Appendix H of the guide. A-Files lost for less than 9 months should 
be staffed and pended per the instructions on the lost file flow chart, along with any other 
responsive files such as T-Files and unconsolidated receipt files. Always unmark the circular 
search field when you cancel a lost file staffing. Also, when you staff for additional files such as 
a receipt file or lost file, you must first uncheck circular search and hit save, then staff for the 
additional files, and then recheck the circular search field and hit save again. If you do not do 
this, the additional staffings will be marked as a lost file and the staffings will not get processed. 

13. You must e-mail a supervisor when you change tracks on a case. Just changing the track 
and hitting save will not move the case to the appropriate queue. 

14. Proofread your final action letters. Make sure what you are telling them makes sense. There 
are some final action letters such as FC letters and NA letters that you must change. 

Specifically, you will need to change the dates or you may need to remove certain paragraphs. 
You should not bold, highlight, or underline anything on any of the letters generated by FIPS. 

15. Every time you move a case from one place to the next, you should create a Discussion. The 
Discussion should describe what actions you took. The Discussion should be short and to the 
point, but adequately describe any important facts or issues such as “closing as NR, searched 
CLAIMS, CIS, PCQS, sending screen prints to be scanned as CSD”, or “Sending case to Unit 
Chief, NFTS is currently down”, or “Switched tracks from track 1 to track 2, e-mailed supervisor 
to move to proper queue”. Discussions are the first thing a supervisor reads and they should 
immediately be able to tell what actions have been taken in the case and what issue needs to be 
addressed. 

16. Unit Chief is not an outlet for questions and should primarily be used after hours when no 
supervisor is available, or when there are system problems such as NFTS or PCQS outages. If 
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you are stuck on a case, please leave your cube and seek out a supervisor. Please call by phone 
only as a last resort, because it is harder to give the correct advice without being able to see all 
the facts. You must include a Discussion in any case you send to Unit Chief. The Discussion 
must adequately describe the nature of the problem, or the supervisor will send the case back to 
you for clarification. 

I have read these rules and understand them. I agree to seek clarification with my supervisor if it 
becomes necessary to deviate from these rules: 


Signature: 


Date: 
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APPENDIX K: RECORD OF REVISIONS 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the FOIA/PA Assistant’s 
Guide has been changed ( changed portion is mderhned) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. No. consent is necessary from 
the mi n or child o r the person judi ci ally determined to be in c ompetent , ho wever the 

proyide. hi s or her own verification of identity, that is notarized or 
signed .under penalty ; of perjury [6 C . F , R . .5,2 1 (e) ] . The case processor will have to 
request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant’s Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices eith e r scan directly into FIPS for us or we e xport t he A - 
fil.e from EDMS. Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant’s Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, i n c l u di n g T -F i l e s, whe re v er t h ey m a y be, 
inc l udi ng NRC ) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both A- 
Numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13, 2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underhned deleted portion stricken through): 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a ■RAFAGS^#^'^j^r4^&^TstafBng--sIot- only. Click on 
“•Gustomize Letter.” Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
responsive recerds for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to scan RAFAGS- 
only-responsive -records. Pend the ease prepare a Final Action Letter with closing code 

248 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1796 



NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through): 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 

NSC/LIN) For example 

^ :tc., are not receipt files we 

can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS, and if NYC does not have the receipt, 
but there is a record in PCQS. print any PCQS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAFACS/CIS). Leave the 
“Customize Letter" button selected Attach a “Scan As” cover sheet to the screen 
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prints, mark the box “Responsive Records” and take to person designated to scan 
RAFACS-onlv responsive records. Pend the case. 


prefix of the reeeipt number,- you should staff to the owner of the receipt rile and paste in 
the GLAMS screen. This information can he located on the GLAMS inquiry' screen 
trpper ri ght hand corner-. Ihe GL A M S screen wi l l shovv - owned- by . - ? 

New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAMS screen. This information can be located on the CLAMS inquiry screen upper 
right hand corner. The CLAMS screen will show “owned by.” 


May 27, 2011 


Paragraph 6. 3.4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 
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d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

As it used to read: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). For receipt. files. at HBG.use the 
NON-F OI A H BG file re qu es t. Do not request DIG T-fdes at HBG with RPC codes XX, XY, 
ZG, ZY, or ZZ . Refer to the Staffing Sheet Guide for the most current information. 


June 10, 2011 

The wording of paragraph 28 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 

251 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that maybe exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/29/2012 


1799 



Here is the new paragraph: 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. of 
this section, however, if you feel that you have a true congressional request or appeal, control the 
case, put the case in Unit Chief, and e-mail your supervisor the control number. A supervisor 
will either send the case to SIG or return the case to you for staffing. 


b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requester, mark "self' in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohmell the 
control number. 


July 8, 2011 


A new flow chart for Lost File procedure has been added to APPENDIX Hi 
CASE CREATE FLOW CHARTS in the FOIA/PA Assistant’s Guide. 


Additionally, in paragraphs 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 

12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 


Paragraph 6. 1 . 1 . 10 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Old version: 

6.1.1.10 If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester in Section 2, 
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“ Requester Information .” Do not use the address on the envelope or letterhead. 

New version: 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of the 
requester in Section 2, “ Requester Information” Do not use the address on the envelope, or 
Form G-28 or letterhead unless the requester did not use Form G-639 or unless Section 2 of 
Form G-639 is illegible. If the address on the G-639 is a foreign consulate office, or is a 
congressional office, you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you can find no other address, insert a case note and send the 
case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at the 
right side of Form G-639. 


The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the FOIA/PA 
Assistant’s Guide: (old text lined through, new text in red) 

This does not include instances in which the requester has faxed the request and then mailed 
it. If you open a case and find that the exact same request has very recently been created, 
chances are that you have opened the mailed copy which followed a few days after the fax. 
Clos e this cas e as ER (cr e at e d in e rror). Do not create such a case. Click “Send to 
Research.” That case will go and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar 
case, your search will be complete. If the requester did not provide an alien number, you 
may search by the subject’s last name and first name, or even by the requester’s last name 
and first name. You may use a percent sign (%) as a wild-card for these searches. For 
example, if the requester’s name is Jaime Vazquez, but you see he also has spelled his name 
Vasquez - you can search by Subject Last Name “Va%” and Subject First Name “Jaime.” 

Further on within paragraph 6.4, in the examples, there are two more changes: 

Cr e at e a Final Action L e tt e r and s e l e ct final action cod e ER: Cr e at e d in Error. Aft e r this, 
s e nd th e cas e to Up front Approv e r Do not click “Create Case.” Click “Send to Research.” 
You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
“Similar Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

A. The requester is the same, and 

B. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Inst e ad, clos e this cas e as ER (cr e at e d in e rror ) Do not 
click “Create Case.” Click “Send to Research.” 


August 30, 2011 

We have added a new paragraph 8.23 to the FOIA/PA Assistant’s Guide, as follows: 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. It is likely that the adoption never happened. If that is the 
case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 


September 16, 2011 


The following new bullet has been added to sub-paragraph 12.1.1.6, “Blued-in information”: 
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Comments may be important because a File Control Office may not be able to change a file 
location to “LOST” in NFTS. When that happens, the records person at the FCO will notate 
in Comments that the file is lost. If that is the situation, please refer to the Lost File Flowchart 
in Appendix H of this guide. 


October 24, 2011 

We have added a sentence to Paragraph 8.21, as follows, (added material in red): 

NFTS may show that the file has been retired and is at a Federal Records Center. If that is the 
case, request the file. 


Paragraph 32.12 is no longer valid because creators now Up-Front close requests without good 
VOI. The following has been deleted: 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply 
letter-Consent. The template is located at: O:\FOIA\FOIA Library\Case Create 
References\Case Create Template Letters\Failure to Comply Letter. Send the case to 
approver when you are finished. 


We have added a sentence to Paragraph 34, as follows, (added material in red): 

After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy NRC, 
FOIA PROGRAM and your supervisor. The e-mail should include the case number and the 
action you took. 


Paragraph 36 is no longer valid because a person working Records Locator role may now create 
an acknowledgment letter. The following has been deleted: 

36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 

[The following paragraph has been deleted in its entirety] Cases received in Records Locator queue 
that need acknowledgement letters must be re-assigned to a Troubleshooter in the Case Create role. 
Please contact a supervisor with the NRC Control Number and ask that the case be re-assigned to you 
in the Case Create role. 
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Paragraph 6.4, SEARCH FOR DUPLICATE CASES has been changed as follows ( old v e rsion 
in strik e through ) (new version in red): 


Just b e for e you cr e at e th e cas e , Before you begin filling in the worksheet, you should look for 
duplicates. 


a new Appendix J: 16 RULES OF CASE CREATE has been added to the 

FOIA/PA Assistant ’s Guide 


December 14, 2011 

Paragraph 7.4, Third Party Requests has been changed as follows (new information in red, deleted 
information in strikethrough) 

Third party requesters are not entitled to any public documents that may be in the file they are 
seeking, as well as nor documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and says in 
her request letter that she does not know where he is or says she cannot get his consent, do not send a 
request back to her for her husband’s consent. In a situation like this, close the case as a Failure to 
Comply, simply request the file and put a Discussion in FIPS that it is a third party request without 
consent. In the above example, if she did not specifically say she cannot get his consent or that she 
does not know where he is, do not request the file. In a situation like this, send a request for consent 
and pend the case for requester documentation. 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=t> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? ACD FOIA/PA Operations and your 
Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office Automation 
personnel accomplish their missions. Through ACD Operations, Supervisors submit a new rule 
or procedure to ACD FOIA Program. At the direction of the ACD, Program Office may 
immediately amend the guide, or they may seek clarification from Office of Chief Counsel. 

After consultation, Program Office will either amend the Guide or propose a modified rule to 
ACD Operations. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet page. 

When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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Record of Revision 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the F 01 A/PA Assistant’s 
Guide has been changed {changed portion is underlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. No. consent. is necessary from 
t he mino r child or the perso n j udicially d etermined to be incompeten t, however t he 
parent/ guardi an must provide hi s or her own verification of identity that is notarized or 
signed under penalty of peiju^ .[6 C.F.R, § 5,2 The case processor will have to 
request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant'' s Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from.EDMS. Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant’s Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files. including T-Files, wherever they may be, 
includingJ^C) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13, 2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined delet ed - portion- stii eken through ) : 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a RAFAGS («of^/v4GAC/<S^ staffing sIot only. Gliek on 
“Customize Letter:” Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
f x/SpGil SI VCTCCGfds for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to' scan -RAF AGS- 
only responsive records. Pend the case prepare a Final Action Letter with closing code 
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NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through) : 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, S SC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 

I l etc.. are not receipt files we 

can request. 

(b)(6) 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
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the box “Responsive Records” and take to person designated to scan RAFACS- 
onlv responsive records. Pend the case. 


12;-7;12'i4-lfther&'iS'noi»format?Qnabeut-ther'eeeiptfilei'PrWTS ; ''regar'dles3'Ofthe 


rsroS, i.v. . xvC.T.Ko. r&ncM r*E rxi iro.f\ or ... jmujdaAi xl A o.L.a ff . Ar\ o . .oaxm or. .rvC +L o. r.oooi.rYF. filo . orvrl nooiain 
piviiA ui liiv iwvipt numavi, y \j\-i onuuiu Jittii iu uiv y/vvuvi or uiv lcvupt mv unu puoiv m 


theGLAtJvlSsereenrThisinformationeanbeloeatedontheGLAIMSinquiFjsereeri 
upper right haiid eomeF. The CLAIMS screen will show “owned by.” 


New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by,” 


Mav 27. 2011 

Paragraph 6. 3.4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 
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d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

As it used to read: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request. Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). F or r ece ipt fi les a t HBG , u se t h e 
NON-FO IA HBG file re q uest. Do not request DIG T-files at HBG with RPC code s XX, XY , 
Z G, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most current information. 


June 10, 2011 

The wording of paragraph 28 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 


All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 
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Here is the new paragraph: 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. of 
this section, however, if you feel that you have a true congressional request or appeal, control the 
case, put the case in Unit Chief, and e-mail your supervisor the control number. A supervisor 
will either send the case to SIG or return the case to you for staffing. 


b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 
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1. THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 


2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 


3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4 . 

Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 




Be : Edit Session Transfer ; Program Options window Help : 


-jP i xj: 

JMxJ 
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WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 


cc 

TTTTTTTTT 

TTT 

V 

V W 


cc mm 

TT 

££££££ LL 

EEEEEE 

w w n 

EEEEEE WW 

cc as as 

TT 

LI LL 

EE 

W W II 

ec m 

cc as m 

TT 

CUE LL 


VV VV II 

ecu m 

CC AS AS 

TT 

I £ LL 

EE 

VV W II 

££ W 

caacccccx 

TT 

LULU 

LULU 

VW H 

EEEEEE 1 

SAC CCCCCfi 






as AA 

| USERID > 
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PASSWORD > 





NEW 

PASSWORD ==> 






VERIFY NEW PASSWORD ==> 


PF1 = HELP 

PF4 = WHO AMI 


PF2 = TIME PF3 = LOGOFF 

ENTER = PROCESS CLEAR = REFRESH 


DOJD.WS.. 


':14 AM 


This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.2 Tele View Main Menu 
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Help & News Menu 
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CIS 
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PF1= HELP P F3= END PF7= PAGE UP PF8= PAGE DOWN PF9= NOTEPAD PF10= ERASE NOTES 

3270 


30JD.WS... 


MM 7:25 AM 


The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 
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PF5 CIS CURRENT NEWS 


7:50 AM 


This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5. 1 . 4 CIS Main Menu 





CIMMEN 
COMMAND : 


m 

m 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


(91) SEARCH THE DATA BASE 


m 


X; 

-igjxj 


10 / 13/05 

09 : 56:36 


(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 


(94) RECORD MAINTENANCE 


(95) A-FILE TRANSFER SUBSYSTEM 


-- SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 


CLEAR EXIT 


PF5 HELP 


tcftboa ird:: 




This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 


19 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1823 





5.1.4.1 Search Menu Screen 
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CI USER 
COMMAND : 

fl#: 0O000000O NAME: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


10/ 13/OS 
10:02:06 

DOB: OOOOOOOO 


(01) ID #: 

(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 

(02) SOUNDS-LIKE NAME (92) DATA DISPLAY MENU 

(03) EXACT NAME (93) ADD TRANSACTIONS MENU 

(04) AKA (ALIAS) NAME (94) RECORD MAINTENANCE MENU 

(05) LAPS EXACT NAME (95) FILE TRANSFER SUBSYSTEM MENU 

(06) SOUNDS-LIKE NAME WITH DOB 

(11) MANUAL SEARCH REOUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUMBER REPORT REOUEST 


f <-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456739) . 

CLEAR EXIT PFS HELP PF6 CIS MAIN HENU 




| Input Form 


.esourceGuide . 


9:02 AM 


From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1.4.2 Search by A-number (9101) 
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CIMIDN 

COMMAND: 


IHHIGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ID # SE ARCH /DISPLAY 


10/13/05 

10:02:55 


ID # (A/AA/AB/C/DA) : 

(DL/FB/FP/I/PP/SS/TD) 


LAST: 

FIRST: 



MIDDLE: 

ALIASES: 



SEX: 

POE: 

COB 

FC0 : 

C0A: 

COC 

PFC0 : 

SFC0 : 

DF0 


NATZ DATE 
COURT 
LOCATION 


FATHER: 

MOTHER: 


CONSOLIDATED A NOS 


OTHER INFORMATION-- 


SSN 

1-94 ADM # 
PASSPORT # 
FBI # 
DRIVER LIC 
FINGER CD# 


OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF8 HISTORY 

PF9 EAD PF11 EOIR 

3270 


tchboard ; g§| Input F#n ; 


.esGiurceGuide:.: 


3:03 AM 


In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings. In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 


5. 1. 5 Sounds-Like Name Search ( 91 02) 
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CIHSND 

COMMAND: 


inrilGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE” SEARCH 


fk 


- ai xj 


10/18/05 

10:09:04 


: LOST NAME: 
FIRST NAME: 


(40-CHARS MAX) 
(25-CHARS MAX) 


LAST NAHE HATCH 
FIRST NAHE HATCH 
PREVIEW NAHE 


(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(Y/N) 


EXACT DOB: 
DOB RANGE: 


(HHDDYYYY) 

(DATE RANGE - YYYYR; YYYY-YEAR, R-0-9) 


COB: (S-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (HMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (H/F) 

'LAST NAHE IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE” SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


tehboahd;: 


I) Input Form 


W\ CISResourceGuide ;; j| 


iS"): 9:09 AM 


Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5. 1. 6 Exact Name Search (91 03) 
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COMMAND: I 
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IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 


12/15/05 

08:44:21 


* LAST NAME: 
* FIRST NAME: 

MIDDLE NAME: 

EXACT DOB: 
DOB RANGE: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(25-CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

(5-CHARACTER COUNTRY CODE) 

(5-CHARACTER COUNTRY CODE) 

(3-CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(3-CHARACTER FILES CONTROL OFFICE CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PFG MAIN MENU PF9 SOUNDS-LIKE SEARCH 


ptonDoc M ||| Mrcdtall on ‘Nrcir. . . W] ClbResourceGuide , 


lillt P : i 7:47 AM ; 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 
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5. 1 . 7 Alias (AKA) Name Search (91 04) 


*XvF^>x*X\\vFX^%<vFXvFFFf: 




H Fite : Edit • • : Session • : Transfer : : Program • : • OpSore • • • Window : • • -Help: • 

m 


m 


M 


CIMAL I 
COHHRND : 


IMMIGRATION RND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ALIAS (AKA) NAME SEARCH 


AKA/NEE LAST NAME: 
AKA/NEE FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-95) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


EXACT DOB: (MMDDYYYY) 

DOB RANGE: (DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

COB: (5 - CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST H SEARCH ON FIRST-NAME-ONLY ALIASES, ON LAST-NAME-ONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONHL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 


CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PFG MAIN MENU 


NllMOVft 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5. 1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 



HUM OVR 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5. 1. 9 Card Search (9222) 



MOTHER’S NAME: EDWINA FATHER’S NAME: ZACHIUS 

CARD PORT OF ENTRY: BAL 

CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 
3278 



The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 
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CIS - FILE TRANSFER DISPLAY < FTD) 
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:::::::::::::::::::: :j 

FRANCIS DOB: «« 

PREVIOUS 

FCO 

BAL 


FCO CREATING SUBFILE: 


CURRENT 

FCO 

NRC 


SUB FILE CREATION IND: 


REQUEST 

FCO 

NRC 




FILE LOCATED 

IND: 

: C (FILE TRANSFER COMPLETE) 


DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 

0000 

DATE 

FTI 

: 61242006 


INS BOX NUMBER: 


DATE 

FTC 

: 02022606 


REQUEST NUMBER: 


PERSON/ACTION: 



2ND REQUEST DATE: 






3RD REQUEST DATE: 


YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- 

NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN 

MENU 
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: MUM OVA; : 







The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 




;|| Jyfe Edit £m«tt Irtms&r program. SpBotts grip 
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IDtlS DC258002 V77 ENTER PASSWORD 

IDUS DC258003 V77 USER NRC0291B SIGNED ON LTERH VTNLT159 RT 08:37:43.64 06.258 
TSS70O0I NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y = J479 IDHS 
TSS70G1I Court t= 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


RUMQV8; 


The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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5.1.12 Tables Menu 



Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 


wm mm mmmm 


File Edit, Session Transfer jji&gram Options Window ijjelp 


m an ifis 


i TBXTBINF 


INS STANDARD TABLES 

DATABASE FACILITY PAGE 09/15/06 



TABLE INFORMATION SCREEN 0001 08:46:07 

I COMMAND ---> 


(SE LFIU, VfiDRD , LODflD, VflINF , OR LOINF) | 

SEL ONE 

TABLE ID TABLE TYPE 

TABLE DESCRIPTION 




! Hi ■■■ 



AFAC 


VAL 

CIS /AFAC FCO CODE TABLE 


A IRX 


LOC 

INTERNATIONAL/ MUNICIPAL AIRPORTS 


ASC 


LOC 

APPLICATION SUPPORT CENTERS 


ASIL 


LOC 

ASYLUM INTERVIEW OFFICES 


ASYL 


LOC 

ASYLUM OFFICES 


BPHQ 


LOC 

HEADQUARTERS 


BPHX 


VAL 

BORDER PATROL SECTOR CODES 


BPSH 


LOC 

BORDER PATROL SECTOR HE ADQTRS 


B PS T 


LOC 

BORDER PATROL STATIONS 


BPSX 


VAL 

BORDER PATROL STATION CODES 


CCD I 


VAL 

INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 

PF 2 

PF4 

PF6 PF8 


PGFRWD 

PGBWRD 

PREV SCN 

MENU EXIT 

TB1O0O43 - 

SELECT ONE 

RECORD 

OR TRY OTHER 

FUNCTIONS 
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urn DVR: 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 
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IB7 

IBS 
IC6 
IC7 
ID6 
I F 1 
IF2 
IRO 
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IB7 

IBS 

IC6 
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ID6 

I F 1 

IF2 
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TABLE TEXT 

SLF-PETITION CHILD OF USC 

CHILD OF 186 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PF6 PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 00043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


Read the screen in its entirety for navigation instruction and additional information. 
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5.2.1 Introduction 


The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 Teleview Introduction Screen 



WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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AACCCCCCA 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 

3273 


CAPSNUMOVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 
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5. 2. 3 CLAIMS Selection Screen 




Edit ; Session ; Transfer ; : Program i i options pride w Help 
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| COWHANDS 

ENVIRONMENT 

HELP 

EXIT 

MODEL 

: LUO -2/2 

DAL CA-TELEVIEW 

4,4 

USERID: NRC72G8A 

LUNflH E 

:: J5NRC2AE 



ESCAPE: PA1 

COMMAND ====> 6 




Sesnum 

System 

Application Status 


Remarks / Description 

1 

HELP 

Avai lable 


TeleView Help Facility 

2 

MSG 

Avai lable 


TeleView Message Facility 

3 

NEWS 

Available 


Help & News Menu 

4 

J 4061 DM S 

Available 


RAPS-APSS-EOIR 

5 

J427IDMS 

Available 


FOIA/NACS/STSC/M FAS/RNACS 

IB 

|J479IDM S I 

1 (Available 


(claims 

7 

J427CICS 

Avai lable 


DAL ROPES 

8 

J504CICS 

Available 


WDC ROPES 

9 

J 5371 DM S 

Available 


AR11 

10 

J534IDM S 

Avai lable 


CIS 

11 

J527IDM 2 

Avai lable 


PICS/ADMIN SYSTEM S/DRCS 

P FI = HELP P F 3 = END 

P F 7 = PAGE UP PF8= PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 
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1 igli lllll;li liii! 


The number selected to access CLAIMS can vary for each computer. 
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5. 2. 4 CLAIMS Function Screen 
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IDHS DC258002 V9 ENTER PASSWORD 

I DM S DC258QQ3 V9 USER NRC72Q8A SIGNED ON LTERH VTH LT5Q6 AT 08:54:22.05 05.349 
TSS7000I NRC7208A Last-Used 15 Dec 05 08:51 System=02Rl Fact l i ty=TELEVIEW 
TSS7001I Count=08208 Node=Fail Lockt ime=None Name=TIFFANY ROSS 
V9 ENTER NEXT TASK CODE: 


«aa 


Si 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 
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FSXH NEWS 


CLRIMS MRINFRRM E SYSTEM 
NEWS SCREEN 


12 / 15/2005 
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WELCOME TO THE COMPUTER LINKED RPPLICRTION I N FORM RTI ON MRNRGEMENT SYSTEM 
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PRESS ENTER TO LOGON OR PF8 TO EXIT 


PF8 

LOGOFF 


HUMOVR 


Press enter from here to get to the logon screen. 
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5. 2. 6 CLAIMS Logon Screen 
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LEGR LI ZfiTI ON NOTICE OF CONFIDENTS LITY 

SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS, 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED IN 
VI I0LATI0N OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 


IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE, 






File Edit session Transfer Program Options Window Help 


■fill 


ill MM 


/an 


in! 


FSXMCLMS 


CLAIMS MAINFRAME SYSTEM 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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5. 2. 7 CLAIMS Main Menu Screen 




ift Rile Edit ; Session; : Transfer; ; Program: ; Options; ; Mndow ; \jefc 


FSDLM NU1 CLRIM S MAIN FRAN E SYSTEM 

MAIN MENU 

1. COLLECTION & RECEIPTING - APPLICATIONS 

2. COLLECTION & RECEIPTING - PETITIONS 

3. COLLECTION & RECEIPTING - BONDS 

4. COLLECTION & RECEIPTING - FOIA 

5. COLLECTION & RECEIPTING - PRIVACY ACT 

6. COLLECTION & RECEIPTING - MISCELLANEOUS 


TE PROCESSING 


GENERATE REPORTS 
MAINTAIN SYSTEM FILES 
MANAGEMENT STATUS REPORTS 
CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 
PRINT DELAYED/DUPLICATE APPROVAL NOTICES 
EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 
SCHEDULING/CARD PRODUCTION PROCESSING 
FD258 FINGERPRINT TRACKING INQUIRY 

ENTER SELECTION: 7 

(WELCOME TO THE CLAIMS MAINFRAME SYSTEM, PLEASE MAKE A SELECTION, 

PF8 

LOGOFF 

13270 


12/15/2005 

08:57 

NRC7208A 


HUM OVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5. 2. 8 Inquiry Screen, searching with a Receipt Number 
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UPDRTE PROCESSING MENU 
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(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


USER ID: 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


A NUMBER: A 


REFERENCE NO. 


PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 


NIIMOVR 


On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2 9 Searching CLAIMS using a Name and Date of Birth 
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1. RECEIPT 
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CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 


E ( 
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4. A NUMBER: A 

5. REFERENCE NO. : 

6. PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 















NUM OVR 



You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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■ OVR : : 


If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” For example, if you type “3”, the detailed information relating to receipt number 
SRC0710351687 will be displayed. 
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5.2.10 Searching with the A-Numher 
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1. RECEIPT 


2. USER ID: 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


5. REFERENCE NO. 

6. PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 














, : .v. 

.v.-.v. 


.V.V. 

NUM OVR 



You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner ’s Name 
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You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


(b)(7)(e) 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 



File Edit session transfer wogram options Window Help , jgj xj 



F SXH I R P2 



CLAIMS MAINFRAME SYSTEM 


02/02/2006 




APPLICATION UPDATE PROCESSING 


08:31 

M ODE 

M 




NRC7208A 

FORM 

1751 

RCPT 

NBR : SRC-06-025-00045 APPEALED FORM 


OWNER: SRC 

PART 2 

A 

PART 3: 

RECEIVED DT: 10/26/2005 



A-NBR 

A 12345678 

REF NBR: ASSOC RCPT NBR: 


NAME 

TEST 


TEST 

NAME 


C/0 






STREET 

4141 

ST AUGUSTINE CITY: 

DALLAS 


STATE 

TX 

PROVINCE: 

CNTRY: Z 

IP/POSTAL: 75227 

GENDER 

DOB: 01161964 COB: AUSTR CNTRY OF CITZ : 

S0C SEC 

#: 

EMPLOYER 



TAX ID: 



REP CODE 



REP TYPE: (A=ATTY , B=CERT .REP, 

C=0THER) 

NAME 






FIRM 



CLASS: 



STREET 



CITY: 



STATE: 


PROVINCE: 

CNTRY: ZIP/POST 

AL: 

STATUS/ACTION: 

t d r i un 

rvnru t r\ r mt t r t r p. nrnnrriTrinv Turri 



INS STATUS: 


NEW CLASS: 



PRIORITY 

DATE: 

10262005 

DATE VALID FROM : TO: 



DC997961 ■ 

- VIEW 

MODE 




PF2 

PF3 

PF4 

PF5 PF6 PF7 PF8 

PF9 

PF11 

Cl INO. 

CANCEL BACK 

EAD INFO MAIN MENU CODES LOGOFF 

REMIT 

STAT HIST 

3270 








The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: IBS1) 
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The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 


receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff. 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide 
link below the Warning. 
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5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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6. CREATING THE CASE 


FIPS 7.00.90 - 07/28/2010 w Work Queries 


/Case Woriicfiow Queues 


Available Cases 




On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter” and Sequence 2 is usually “Request Supporting Documents.” There will be 
a date and time in the right column. 
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Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 


53 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1857 



6.1 REQUESTER INFORMATION 
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6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 Do not use all capital letters in names. 

6. 1 . 1 .2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1 . 1 .3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 
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6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attomey/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

6. 1 . 1 . 5 Do not hyphenate names. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for a clear copy. 

6. 1 . 1 .7 Add a period after the middle initial. 

6. 1.1. 8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, ent e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1.1. 9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother’s and father’s last names, if provided. If you 
are unsure, contact a supervisor. 

6. 1 . 1 . 10 If the only evidence of an attorney is an envelope or letter, but there is not a 
duly executed Form G-28, create the case using the name and address of the requester in 
Section 2, “Requester Information” Do not use the address on the envelope or 
letterhead. 

6. 1 . 1 . 1 1 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 

6. 1 . 1 . 12 Do not use special characters, such as “&” and in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use #, $, %, A , &, *, (, ), 
=, +, [,], {, }A<, >, or/. 

6.1.1.13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
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The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6.1.1.14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief. 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6.1.1.16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6.1.1.17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or. Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You must 
complete these fields to ensure proper delivery. Before pending this case for any further 
action, please check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 

A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 
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(b)(6) 


6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Form. To 
search for an existing requester, click in one of the available fields in the Requester Search Form 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough information, click Search to locate requesters with matching 
information. 


First Name 
Middle Name 

: : 

J: Last Name 
: : 

Address! 

I Address! 

Address 3 

:::::::::::::::::::::::::::::::::: 

i Of/ 
j: 

5tate 
Zip Code 
:j: Phone 

Frequent Requester: .v, , 

I O Ns 

| C Either 

^ Search ! i Cancel I Add New Requester 


If you get any matches to your search, you will see a screen that looks like this: 



Bernhard 

•i^aJones Mar> 

Sauerbraten 

Sauerwen 

I^Tedd 

Scott 

Jay 

•Sheppard 

Bonnie 

Simmons 


Simpson 


;1T otal item/ s) of 6) : 


■' Page 1 of 1 • 


If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 
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IHBVVHF 






Requester Requester Requester 
First Middle Last Maine 

Name Name 

i , Bernhard 

'v 

Sauerbraten 


| Sauerwen 

Assign this requester to case 

i ,TO<Jd 

*• 

Scott 

i , Milton Jav 

i 

i .Bonnie 

Sheppard 

Simmons 

: E 

.! 

1 — 

Simpson 


Total itern(s) found (6 of 6) 


w* •w" Page 1 of 1 
Cancel 1 


And it will populate the requester information like this: 


(b)(6) 


Pmces s m g 

Office bal :v?;i SAL 20 1 OOOO 75 1 RE Q Status Request Case Creator cciestb 


Received Scanned Created Perfected: Final: Action Closed Final Reply Doe 


; inil 

yyyyUy 03/04/20-10 










Bernhard Sauer hr a ten 


Edit Requester 
Change Requester 
Copy to Subject 




(Oil} 233-4556 
X677S 
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6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 



When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 


First Mams 


Middle Mams 

:'g" 


Last Mama 
« Culpepper 


•sridrass 1 
Address 2 
address -3 • 

City 

State 

Postaf Cade 

F] foreign 
Province 
Country 
Plione Mumper 
Email 

Frequent Repcsster 

ISayej 


1 Sniffer G-rvosn -High way 


■Santa Resit a 
: California 
1.1:23*5 


: (9fl7> ;55f-3210 
: culpeppercspt^earthrer.com 
v'es C? tic 


6.2 SUBJECT INFORMATION 


After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 
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(b)(6) 


Requester Information 
C G Culpepper 

Edit Requester 
Change Requester 
ICodv to Subiecti 





« <5 


Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 


First Middle Last 


(b)(6) 


A-Nurob 

To# 


: Melville 


..rump 


6.2.1 Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

6.2.2 Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject. Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.1 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 
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6 . 2 . 2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

6.2.2.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary’s A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

6 . 2 . 3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 

6 . 2 . 3.2 Enter the receipt number with no dashes or spaces. This format assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffing Sheet Guide for more guidance. 

6 . 3 . 2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


6.3 CASE SPECIFICATIONS 


61 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1865 



6.3.1 Track 



6.3.1.1 Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents. The 
requester may write back later responding that they need the whole file, and a 
FOIA/PA Assistant working in Records Locator queue can change it to Track 2 at 
that time. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6 . 3 . 1 . 3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6 . 3 . 1 . 3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6 . 3 . 1 . 3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3. After you verify that the case is open, you may simply click “Send to 
Research” and you are finished with the case. 

6 . 3 . 1 . 3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to ‘‘Expedited 
Treatment” in this guide. 

6 . 3 . 1 . 3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6 . 3 . 1 . 3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6 . 3 . 1 . 3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 

0:\Foia\ F QIA^ L IBRARY\Case ^ Create^References\ Ca seCreate^Template ^L etters 

6 . 3 . 1 . 3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 


63 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1867 



6 . 3 . 1 . 3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6 . 3 . 1 . 3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” at 
the top of the file request. 

6 . 3 . 1 . 3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 


6.3.2 


Type 

Type : 


Privacy Act Request h 
i Referral FOIA Request 
| Referral Privacy Act 
| Privacy Ad Amendment 
Referral PA Amendment 


Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 


6.3.3 


Source 


Source * 


M 


Attorney' 
Commercial 
Education/Scientific 
F ore i g n Gove rn merit 
News Media 
Others 



White Ho uss/Corq ressiona! 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 
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• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 


65 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1869 



6.3.4 Category 


c-Stopty \ Aten Fils -Mii 

iAten Fite §11 

i Appeals 
I Asylum 
I ChFd Support 
|Cit««nship National Review 
i Consultation 
i Contract 
iDobfs Owod 
sOuai Ctetosnship 
I Family History 

iHalhars Ftefugoe lmmigtoho|§§ 

Handbooks, Manuals 
} l.nhuo 13 nc o 
I Internal Audit 
jlnvesbpttens 
j Legal Immigration & Family ; J 
ilsplteatten/ Admin Appeal 
Nodical History 
iNOK Addresses 
! Nicaraguan & Central Amos 
rNon-A-F-ie Material 
i OTHER 

i Pensions if§ 

I Personnel 

I Proof of Nature tee hop 
i Referral 

iSFR cases at nrc 
I Sgec lit Interns t Croup ^ §f§| 

\ WMt % F ra ud, Abuse |§i 

There are 30 different categories of requests. However, the most commonly used 
ones are: 


6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 195 1 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 195 1 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 


66 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1870 



6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section “What track is my case? ” that follows.) 

6.3.4.3 Personnel - The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC, FOIASIG . Click “Reassign Office.” Send the case to Unit 
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Chief. A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly. If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC. FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1 , 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 

The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, create it as OTHER then 
do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an 
acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a 
possible Genealogy 

d. Send an email to the designated person who handles genealogy 
cases (currently Donna Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a 
genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case 
Create to send an acknowledgment letter and staff for records. 
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If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 


6.3.5 


Bureau 


Bureau 


CIS -V: 


lliipl 

ICE 


The three possible selections for Bureau are: 


ICE - Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 


CIS - Used for all other categories. This is the default in FIPS. 


CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods Note; If request is for entry/exit information and the 
requester/subiect provided an alien number, request the file. 


6. 3. 6 Is there a request for expedited treatment? 

Exp edited I N ot Req u ested j| 

I Requested I 

I Granted j 

j Denied i 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 
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or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

6.3.6.1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case. You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new information, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 

6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor’s decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed , either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation. If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases. 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
“Denied” in the drop-down box, create the Expedited Denial Letter, and then create the 
case as normal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select “Requested” and send the request to Unit Chief. E- 
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select “Granted” in the 
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Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

6.3.6.5 If you have made a determination to deny, or if the supervisor has indicated 
denial, you must select “Denied” in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 

|| 1 1 j £f'f j§| . Processing 

: Successfully generated letter Expedited Treatment FOIA Denial, 

Click on OK to continue, 

iSjcl 

if 


A dialog box will pop up. Select “Save”: 
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A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 


6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then change the 
Expedited drop-down box to “Not Requested” before you send the case to Up-front 
Approver . Because we are not generating a letter regarding expedited treatment denial or 
grant, and because it would cause erroneous reporting of Expedited Treatment Requests, 
you must change it to “Not Requested.” 
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6.3.7 


Is there a request for fee waiver? 


Fee Waived mt guested 


; Rsq uested 
! Granted 
i Denied 




The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 


A requester must meet two requirements in order for USCIS to grant a fee waiver: 


1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and Fee Waivers.” 


Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. You may determine to deny based upon the two 
criteria listed above. If you do so, you must select “Denied” in the Fee Waiver drop- 
down box on the FIPS worksheet. Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 


6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

0:\Foia\FOIA ii LI BRARY\Case i ii C reate iii References\Case ii Create iii T emplate iii Letters\Fee^ 
Waiver( denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 

6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” before you send the case to Up-front Approver . 
Because we are not generating a letter regarding Fee Waiver denial or grant, and because 
it would cause erroneous reporting of Fee Waiver Requests, you must change it to “Not 
Requested.” 


6.3.8 Print to CD 

E Print To CD 

ID PA Cited 



j In Litigation 
ID In Circular Search 
U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING “PRINT TO CD” 

6.3.8. 1 Check the “Print to CD box” on all new case creates, unless the mailing 
address of requester is to a correctional facility or unless the requester specified paper 
in the initial request letter (for requesters who are attorneys, the default is Print to 
CD). 

6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with “This office will 
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be providing your records on a Compact Disc (CD)” 

6 . 3 . 8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6 . 3 . 8.5 If a requester specifically asks for their records on paper, do not check “Print 
to CD” box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing 
the responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a Compact 
Disc (CD)” 


6. 3. 9 Is this a delinquent requester? 

□ Pri nt To CD 

□ PA cited 

n 

L j In Litigation ^ 

HI In Circular S earch: 

J Delinquent] 


The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan 
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To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 
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The query results appear in a separate window. 


Query Results 



If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6 . 3 . 9.1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

6 . 3 . 9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 


Contents iJ21S:!fe:x Discussions Case Actions 

iCreate , Casg Not Started: 

SearcHyjir Duplicate Cases Not Started: 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 

If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


L Records locator Cas-e Prtxessw *!(.:; :.Cas* approver ij Unit Chief || Up4ront Approver Ifpeiid: :• Reas sign Office Send tc. Research j; Delete f jy] Open 


Before you move to another part of the case create process, click: 


Save 




6.4 SEARCH FOR DUPLICATE CASES 

Just before you create the case, you should look for duplicates. Duplicate cases are cases in 
which the request was submitted multiple times to the Service, or was inadvertently scanned into 
FIPS multiple times, or are cases that we previously processed. 

Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
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receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 

This does not include instances in which the requester has faxed the request and then mailed it. 
If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Close this 
case as ER (created in error). 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 


..J* : .$ C&C 38G J'SCfrtK? 


Cotttarf StoMunH} Uwc A Nuitsfeer 

Ust Name fet Name Name Name 

I &?&:&& m i&taefM- i.aura C:*A.v ; ;: *;• C;.;.K n: ?:•.,• 


. .r^-H I L.. ri *iU : : f ...J 


Ow&m CteCUSSlOrtS c< 5$V Actor* 


C r $ -M. Casa Wet Started 

£ 0 v £*$*.& Not Storttfd 


; F yi>>? | ^ C a v Q ■ ■ ■ ■ jf At>pycv' er ■ ■ i jj _ Lfcft C feo; j j , ■ ■ a pprove r _ j ; Psud i f 


If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 


'M ;p , CAi<?360!HXi}'S 


HPS v7.0 Tuning kid 63 •• work 
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Create a Final Action Letter and select final action code ER: Created in Error. After this, send 
the case to Up-front Approver. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Instead, close this case as ER (created in error). 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 

Contents Discussions Case Actions «§? 



Status 

Not Started 

Search For Duolicate Cases 

Create Additional Cases srj 

Not Started 

Create Fife Request 

Not Sta rted 

Acfcncrarfed gement Letter 

Not Sta rted 

Final Action Letter 

Not Started 

Specialty Letter 

Not Sta rted 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index. Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 

82 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1886 



(b)(6) 


To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 

Case Info : \ 
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Rick 
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/2010 1:2.2:47 PM 

Sitel 

Sam 

Site! 

Rox&nne 



:/20 10 3:02:43 PM 

Richards 

Tim 

Richards 

Viki Rae 


Search Complete i | Search Again 


A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

^cessing; 

Copied 1 documents without redactions. 


The responsive records now appear in the Contents List of the new case: 


Tasks 


Discussions 


Case Actions 


doctime nt Type $ e<3 ’ • Rases State s Resp On it A M amhe r Oate 

■p i-K :2 : ' 19 Staged HOi) 

p Request Letter ■ 1 1 Scanned .'8/20/2010 4:04:41 PM 


7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 


7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No consent is necessary from the minor child or the 
person j udicially detemined to be incompetent, however the p^ 

her own verification of identity that is notarized or signed under penalty of perjury [6 C.F.R. $ 

5 .21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 


84 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1888 



6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

If the requester did not provide all four required pieces of information, you must send for 
additional requester documentation. A requester who provides full name, current address and 
alien number only has not provided sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
perjury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-36 1 , Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of perjury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rale, regulation, order, or requirement 
made pursuant to law, any matter is required or pennitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
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required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that die foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent and/or 
verification of identity using the Track 1, Track 2 or Track 3 Ack Letter Requester Docs located 
at: 0: Foia FQIA LIBRARY\Case Create References'Case Create Template Letters or the 
form “Requester Documentation Attachment” located at: 

0 :\FoiaFOIA_LIBRARY''Case_Create_References\Case_Create_Template_Letters 
Requester DocsAttachment (4). Check the first box on the document. 


7.3 Reasonable Description of Records being Sought: 

If the requester provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request a file if there is only one match and there is no 
other indicator that it may not be the correct subject of record. 

You may possibly find multiple matches, or you may find no matches at all. In a situation like 
this, we do not have a reasonable description of the records the requester wants. We will have to 
send for additional requester documentation, specifically: 

■ Alien Number (if known) 

■ Application/Petition Receipt Number (if known) 

Additionally, we may ask for items of information such as mother’s and father’s names. The 
requester is not required by law or regulation to provide that information, but if the requester 
does not, we may be unable to locate a responsive record. 
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Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the fde request. In the 
“Contents” tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/PA Assistant working in Records 
Locator queue will request the file. The processor will use the requested information to verify 
the release of the correct records. 

Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not request a file. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Cent® nts Discussions Case Adriens Nistor 


• Cear-ch -For- Duplicate- Gases' 
Create Additional Cases 

Ac? nc-;-vfg'd'-i ff-p.cnt Letted 
Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
interest Letter 
Expedited Denial Letter 


Mot Started 

Not Started 
Mot Started 
Not Started 
Mot Started 
Not Started 
Mot Started 
Mot Started 


Records Locator ji Case Processor ; $ 


e Approver ijnit Chief ji Lip-front Approve'- ji Per.d | Reason Office ji; ;Ss 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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Fee Estimate 
Prepayment Required 


Ii3 Other Requester Documentation 


Other Requester Docurn entation 


Advance Payment Returned 
U Add Lost Fife Paragraph. 

□ A dd Track 3 Denial Paragraph 


No options Pound, 


} Cancel J 


We then click on “Generate Letter.” Our only option at that point is to click OK: 

'Ll" #’? i Ca$e36Q Home 

FIPS v7,9 Training build 06 * Work Queries x Actions. Star* da Ions Search 

: Processing Fee Information 

Successfully generated letter Acknowledgement Letter- FQ I A. 

:! Click on OK to continue. 

Ill 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 
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US. of Eftuncta jirf fowurity 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


US. Citizenship 
and Immigration 
Services 


NRC2010000806 


December 3, 2010 


YinV'V 'L-Vi, T"r' : .: - ^ce C-s 


S nil Francisco, CA 


Dear 7.A ■■:/■ Uv Y 


We received your request foi information relating to Chi is P Bac on on Decembei 02, 2010 

Your request is being handled under the provisions of the Freedom of Moimation Act (5 US C § 552). 

It lias been assigned the following control number: NRC2 0 1 0000 $06 Please cite this number in all future 
correspondence about your request 

We respond to requests on a first-in, fust- out basis and on a multi-track system. Your request has been 
, placed m the complex track (Track 2) You may wish to narrow- your request to a specific document in 
ol der to be eligible for the faster tr ack To do so, please send a written request, identifying the specific 
document sought, to the addiess above. We will notify you if youi request is placed in the simple track. 

In accordance with Department of Homeland Security Regulations (6 C F.R. § 5.3(c)). your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
charged for searching for records sought at the respective clerical, professional, and or managerial rates of 
$4.00/$7.CKk$10 25 per quarter hour, and for duplication of copies at the rate of $.10 per copy. The fu st 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14,00 before we will char ge you any fees. Most requests do not requir e any 
fees, however , if fees in excess of $25.00 are required. we will notify you beforehand 

Tins office will be providing your records on a Compact Disc (CD) for use on youi personal computer, 
ji The CD is readable on all computers through the use of Adobe Acrobat software. Aversion of Adobe 
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; Page 1 


English (J S 
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All requested information is cheeked below 


HI Consent. It appeals that you are requesting records about another individual. If that is the case, 
please submit either: (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) proof that that mdivnlual is deceased, e g a copy of a death certificate or an 
obituary. See 6 CFR §5,3 (a), 

|| Verification of Identify It appears that you are i equesting records about another individual If 
that is the case, along with the consent requested above , please submit a statement prepared by that 
individual, in which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of per jury as a substitute foi notarization. 6 CFR §§ 5.3(a) and 5.21(d). 

§| Verification of Identify: It appears that you are requesting records about yourself If that is die 
case, please verify your identity by submitting a statement containing yoiu full name, cm rent address, 
date of birth, and place of birth. Tins statement must be signed and the signature must erthej be notarized 
or submitted by you under 28 TJSC §1746, a law that permits statements to be made under penalty of 
perjury as a substitute for notarization 6 CFR §§ 5 3(a) and 5 .21(d) 

M Description of Recor ds Sought* We have determined dint your request does not reasonably 
describe the lecords drat aie being sought Please provide the following additional information. 

® Subject s Alien Number 

1 Sub jeef s App lie ation P e tition Re c e ipt Numb er 

H: Name o f Sub j e cf s P arents 

§§: Other Names Used by Subject 

M Other: Name of the person who filed the petition for you, when it was filed, other 
information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the r equester. Please include the NRO number listed above on all correspondence w ith this office. 
Requests may be mailed to the FOIA PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-578 5, You may also submit FOIA PA related requests to our e-mail address at 

us c is fo ia (tv dhs eov. 


■* «SJ ; 


Page 3 Sec 2 3/3 At 8.6" Ln 47 Col 52 Vb:: n : :::b 


A a J 


English (U S. 


The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add information after the “Other” checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of information you 
need: 
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Not checked 


Checked! 


Bookmark 


ivj check box enabled 
F] Calculate on exit 


Cancel 


The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 
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Click “Open”: 


92 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1896 




You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, you send the case to “Pend.” 
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When the requester provides the additional information, A FOIA/PA Assistant working in 
Records Locator queue will request the records. 
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7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verify ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. 

Third party requesters are entitled to any public documents that may be in the file they are 
seeking, as well as documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and 
says in her request letter that she does not know where he is or says she cannot get his consent, 
do not send a request back to her for her husband’s consent. In a situation like this, simply 
request the file and put a Discussion in FIPS that it is a third party request without consent. In 
the above example, if she did not specifically say she cannot get his consent or that she does not 
know where he is, do not request the file. In a situation like this, send a request for consent and 
pend the case for requester documentation. 


7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
( NR C , FIPSPROBLE M) , or in other situations to the MSB mailbox (NRC , NRC F OIAMSB ) . 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 
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8.3 REQUESTS: Routine use, no consent required, not FOIA 


USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 


8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 
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OA room will mail the request to the following address: 


Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 

800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only , follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 
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Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


8.7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
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PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 


[ R^rcrds Locator j[ Case Processor ij y Lase Ap pro yv&r • JLkirt: J:^.Up-frcn£ ftp prey er / j! Pend. j|; x . N . jjv . v . -Se nd t o. Ke sga rdfr v . J j De tete- i Jv /Upg.YreA 


Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 


8.9 REQUESTS: Official Personnel File 

You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 

You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 


99 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1903 



'-HX CiA-H'? UX L ! ':for:T!3&C>~ 

Ftutirf ft'.UiHi fceUfti 

ftPAXiska:?- \ 

;;pfo Orated h Error 

f&fCiR&q^ssarti &%#& I# cc^iriply 

% 5g fiords 

vlv.v.v.v, . 

eapy 

>|NR: N**s - g?o$$gs$fc>ri o> rsc&rds 
jlO&iOld rec&rds 

i:|RD^d^sctsd to amthsr agency 
jl^Rsfesd to -a 0HS Composed 
^irFiLM&bis to &c$rd$ 

:;|WD : R&ejttsst wi£ft&awft 


fduttl Atthtm 

fiords, lasted 

£fj&$i*t Clsrk : .?f Csuit£/N4i§x$fi3! Afchi;y<s$ psfsgfspH 
£ns?.$rf marfkd to U/S, dfe^S- 


t&*T :; F*>f A ' Opir^tiOT^t tymts 


|4L 

>4?m FOiA Offes 
prissy Aot R&pgst:. 

REQUEST F m FILE FRO^ A FOREIGN FZO 
Scfviice Censsis 
iw f?wa uoirr 
WCF 




• ^^r«c^/S^eVrwis ; 


ISuferfiitl I E“S£t1 1 Ca^:l 1 


Vavavavava' 


8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 


8.12 REQUESTS: Return of original documents 
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Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


8.13 REQUESTS: Privacy Act Amendment 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 

4. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 
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8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 


8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 
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8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 
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8.18 SITUATION: Subpoena or court order 


If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC. FOIA PROGRAM; McDaniel. Marcia M (clicking 
the link generates the e-mail) providing the REQ number and information indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests. 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 


8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled C as e S pecifications , Ca t egory 4 ( Ot her). 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 
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8.20 SITUATION: Certification of record for dual Italian citizenship 


If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program. Refer to the section entitled 
Cas e S p ec i fications, Categ o ry 4 ( O ther). 

If the requester’s relative is deceased, he or she must submit the request to th e USCIS 
Genea l ogy Pr ogram . The web address for more information and instructions for submitting 
their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in order to 
apply for dual Italian citizenship. According to information obtained from the Italian Embassy in 
Washington, D.C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that we release as part of this FOIA request will serve that purpose. 


8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 
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NOTE: You may find the complete list of criteria in Section 3, “Category of request” in the sub- 
paragraph “GEN. ” 


Mr. Crab meets one prong of the criteria for genealogy because he was bom long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. If NFTS shows that the a-number has been retired to NARA, it means we 
have turned the records over to NARA permanently. The requester will have to send a request to 
NARA. Please select FINAL ACTION OPTIONS when creating the Acknowledgement Letter, 
select NA and replace the normal Acknowledgement Letter with the NARA Historical Record 
Letter located at 

0:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters/Historical_ 

RecordLet ter. 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), request the file. 


8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 
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9. REFERRAL AND REDIRECTION 


9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIPS will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 


109 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 


Updated on 6/15/2011 



Taste* £%$#&&}& w *SsUftV: 





W&tii Vif-M Bhh. 



4 

3 

2 



1 Siannsd 

iMMw uA?MM 

U <57:34 m 
ii/S./2CH0 Si3l:58 AM 

1 H Letter 


2 

U/5/20I0 &3US3 AM 

j LWcltW jj Pt % 

Cm* 

\f\ ...A JfUA jS, H y < 

jrnys? _ _ | | _ 

Yp$:f!z02&^XYCZ2 : 700 X/scw s/?or nv 

ste.jsp fPctocl 

CI-50U 



Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.” 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
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another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection. Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry /exit information and the request er/subject provided an alien 
number, request the fde. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 


9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 
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9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC, FOIASIG . After that, send the case to 
Unit Chief. 


9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See En t ry/Exit CBP information above. 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 


11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A- number provided on the request (with example sta ffing ) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents’ names) to 
complete the case create. If any of the required elements are missing, request the additional 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 
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12.1.1.2 Submit your location 
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12.1.1.3 Select “Inquiry” 
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12.1.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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12.1.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.1.1.6 


“Blued in” information 


• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

12.1.1.7 The FOIA Operations Division Intranet Page 

Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the FCO List, which also has the RPC Reference Guide. 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That’s important for staffing. 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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12.1.1.10 Figuring out a Staffing Scenario 


The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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12.1.1.11 Generate the file request 


Go to the “Tasks” tab and click on “Create File Request.” 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. 
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12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.1.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
(Check Out).” 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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December 3, 2010 

MEMORANDUM FOR. 
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National Records Center 
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SUBJEC T Freedom of Information /Privacy Act Request NRC'2010000S06 
Alien # 012345678 
Subject Name Chris P Bacon 

The attached FOIA PA request is forwarded to your office for action Due to the subject matter, there is a 

high probability your office will have records responsive to the request 

• Please conduct a thorough search for all responsive records physically in, and within the functional 
purview of your office. 

• Send a copy of all r esponsive documents to the FOIA office in then- entirely. DO NOT MAKE 
REDACTIONS* 

• Bracket any documents 01 portions thereof that you believe should be withheld. Please include a brief 
explanation for your action. Tiro FOIA Staff will not release those items so indicated without 
further discussion with you* 

Should you need other assistance 01 believe this request should be staffed to another office, please 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.1.1.15 Save changes and check it back in 
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After this, send the case to “Pend.” 


12.1.2 Two or more A-numbers 

Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 

“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S: -Record ()ps\Fi/es 
to Comolidate . xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-fdes/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Staj^ngSc for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON : FOIA.HBGfi]ejequest. Do not request DIG T-files at HBG with RPC codes XX, XY, 
ZG, ZY , o r ZZ . Refer to the Staffing Sheet Guide for the most current information. 


12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF ACS/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T-files. 
MSB will know the file is digitized because you have staffed using an RDF file request. This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 
NRC.” 


12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED IND:” 
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If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 
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When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: file request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 
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FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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We received yoiu request for information relating to Glenn Diaz Hernandez on December 06, 2010 

Yam request is being handled under the provisions of the Freedom of Lifoi motion Act (5 U.S.C J 552) 

It has been assigned the following control number NRC21U0000S0S. Please cite tliis number in all future 
ton respondent about your request. 

We respond to requests oil a fiist-in, first- out basis and on a multi-track system Your lequest has been 
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and duplication must exceed $14.00 before we will charge you any fees. Most requests do not require any 
fees; however, if fees in excess of $25,00 are required, we will notify you beforehand. 

Tins office will be providing vour records on a Compact Disc (CD) for use on vour personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto papei Only records 15 pages or more are eligible for CD printing To request yom 
responsive records on paper, please include your control number and write to the above address Attention 
FOIA/PA Officei , or fax them to (816) 350-5785. 

Eased on the information you provided m your request, we conducted a search of our records locator 
index system. Tins initial search indicated that the requested record is lost or missing As a result, we 
have asked the Records office to initiate a lost missing file search Tills process takes an unknown amount 
of time, therefore, we request your mid ei standing and patience. Once the file is found, we will process 
and provide it to you. If the file cannot be found, we will notify you of our findings. 

USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to yoiu request, please ensure any Social Security Numbers on 
the documents are blanked out or removed 
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When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 

12. 7.3 Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 
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12.7.3.1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12.7.3.9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
RNACS, 

c. and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: A- 
file has been lost for more than 9 months and no other records 
exist. Closing as UT. Detail all systems searched as part of this 
Discussion. 

12.7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Otherwise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” create a 
Discussion with the subject “Unit Chief’ listing the date the file was staffed, the date the 
request was cancelled, and the date the file status was changed to lost. Send the case to 
Unit Chief. You’re done. 

12.7.3.4 If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” 
please move to the next step now. Otherwise, if there is a 9101 screen containing “EARM- 
X” “DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

12.7.3.5 Create a Final Action Letter and select the status UT. In the final action 
letter, after the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including screen prints 
of the electronic record.” Go to the next step. 

12.7.3.6 In the UT final action letter, attach the screen prints to the letter 
electronically (cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to Up-front Approver. You’re done, unless the case is later 
returned to you for further research. 

12.7.3.7 The Up-front Approver will review the UT letter with the inserted screen 
prints. If he or she is satisfied that a thorough search was conducted, the approver will 
forward the case to FOIA Approver. If the approver is not satisfied with the search results, 
he or she will return it to you for further research. 

12.7.3 .8 The FOIA Approver will review the research and either close the case or 
return it for further action. If the case is approved, the FOIA Approver will close the case. 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
.i.0.c!uding.NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for 
the following additional files: XXXXXXX, XXXXXXX, XXXXXXX. 
Once they are received, please review. Please also verify that the 
original a-file is still lost. If the original a-file has been consolidated in 
fact but not in the systems, please process and send your case to 
approver. Also send an e-mail to the MSB for resolution. Include both 
a-numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a-file is 
lost. Your case will close as a PD even if no redactions are made. 
Thank you. 


12.7.3. 10 Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. Any T-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.7.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

Q: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 


12.7.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. It is important that you provide as 
much information as possible on the Records Indexing file request. The name of the 
subject, year of birth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 
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Naturalization dates 


which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NO RECORDS. 


TO RECAP: If the subject has had no business with the service since 1975 or earlier, 
they may or may not have a CIS record. If they do not, then staff to records indexing. If 
the subject has had business from 1976 forward, do not staff to records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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(M File Edit Session Transfer Program Options Window Help 
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CENTRAL INDEX SYSTEM - SEARCH MENU 


- ifflX: 


04/09/08 
09 07: 01 


A#: UGOOOOOOO NAME: 
(911 ID #: 


DOB: 09000000 


j A/AA/ AB/C/DA/DL/FB/FP/I /PP/S5/TD.) 
[32| SOUNDS- LIKE NAME 
133! EXACT NAME 
(04! AKA [All AS] NAME 
1 35! LAPS EXACT NAME 
( 56! SOUNDS- LIKE NAME II TH DOB 

Ml! MANUAL SEARCH REQUEST (MR! 

[12! MANUAL SEARCH RESPONSE (SRI 

(15j ON-LINE A- NUMBER REPORT REQUEST 


OTHER MENU SELECTI ONS 
|92| DATA DISPLAY MENU 
1 93! ADD TRANSACT! QNS MENU 
( 94| RECORD MAI NT E NANCE MENU 
1 95! FI IE TRANSFER SUBSYSTEM 


SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID i j EC, AT 23456789!. 


CLEAR EXIT PFS HELP PF S CIS 


NUM OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary /applicant (3) AND as petitioner 
(6). ^ 
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iM Hie Edit Session. Transfer Program Options Window Help 
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04/09/2008 
09: 10 
NRC2730A 


SELECT AND COMPLETE ONE LINE 

1. RECEIPT NO,: | 

! SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 

2 USER ID: DATE: I MMDDCCYYj 


3. BENEFt Cl ARY/ APPLICANT 
NAME ( LAST) : 

BI RTH DATE: 

4. A NUMBER: A 

5. REFERENCE NO. : 

6. PETITIONER 
NAME MAST) : 


| MMDDCCYYI 


(FIRST): 


(FIRST): 


FFE PF8 PE TO PFI1 PF 12 

N MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD IT RCPT 


NUH OVR 


When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR, 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 


12.7.7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.7.8 ICE files 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 
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Office Section 

Acronvm 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
R DF for scanning. Those offices eithe r scan directly into FIPS for us or w e ex p ort the A- 
file from .EDMS. Therefore, if the A-file is at one of the above service centers and there 
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is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 
MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt fdes from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 
LOSJ9163201 1 11, DALC922740405 or SPM9606900035, etc., are not receipt files we 
can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! si concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
the box “Responsive Records” and take to person designated to scan RAFACS- 
only responsive records. Pend the case. 
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12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


12.7.13 Archived receipts 
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This screenshot shows a receipt that has been archived. 


If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to request the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the U SCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
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evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 

3. You may call the NVC automated help line at 603 - 334-0700 and enter 
the receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt files; 
Lost receipt file, File destroyed or File cannot locate. . 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDJ” or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes , call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 


12.7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS (not RAF ACS/CIS) staffing slot only. The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 
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A-N Limber: 

Topic; h- iB- visas, fifed by Outsource Georgia, Inc., 2008 to present 


After you change the office to COW, create the case. The case will have a COW number. 


158 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1962 



Next, click on “Reassign Office” 


(b)(6) 


flPS v?,# tXftld 06 vVin'k Qu-vj'ws 

Sfc&fcis. Cfts« Creator mlfjfjrltfr 


%kw4 : &>:y£ 


v, COW;macm«:m 


feCvdVM ' ' *•%:•,. %Z»$M4 




cr^M 

L2’ >/2y 1 <j 


:.., *<*& &$Xv 
: FRJS? ^<<‘0 C&SvCj Frft&l Rftjtfy 


;>.<: 0 : «< y ; 1 * r " :V ' : \, 

u:. • ’ • :: : * : : 

$Ma Porter '**%*. 

”*** 1 . Change Office 


£0£ x&Cjiii: *W 

Cl 


SuFjin;! ininruu^k- ft 

a^sr Last 




ViS3-r ; . fted >sy Gw&x- 2C<3S tv- 


$ ti*.* - 2 
Tvr^: *" 

wutcv* '• ws-vvy- 'Mftrfia. y#4 


Bwcasu-: r.jc 
FfWft: .... . 


w gmc&edj. tm v • 

fa® kVSfv^ iN^t. **q<j$*fc*d '$•:: 


•&! P:k>rr<!Co 
$2 

£3 ciooj^f 
C J £^fo$uett 


GfitesdjatS Qu«U& £c$r$k>:> 


S3^v 


Ilia, Taste pisttissfoas Acst**$ Hj5£<rv 

f-kM WK'frt Wp£ ' A'tfumbef '"'Date 

::|Tj '£R:pfcc*fce !\*qussf Letter 0 2 Scanned 1 11.4/2010 2:50:00:^: 

:|^ S W^J^fsg £f&cup)4Gte -2: 4 Ss«w-?>1 ;j./:i:20j.v! 0f?:0' j.2;.^1 

^OfStLejtsr i 2 S<aode<i 11/5/201 0 0:50:00^ 


2. Click here 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC. FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER ” Please refer to REQUESTS: Return 
of ori g inal d oc uments. 
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You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 


Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


16. EC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Letter s\Fai lure to 
Comply_Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated letter. 
Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 


We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 

ivf \ $ Case360. Home 

FIPS v7,0 Training build 06 v work Queries Actions Standalone Search 

Processing Fee Information 

Successfully generated letter Acknowiedgement Letter-FOIA. 

/ Click on OK to continue, 

H 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 


164 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/201 1 


1968 



^ * 
: £:&i pAf fatfihjsjj ‘f ;x y: 3‘^.-k' WyvYlS’ $■&&> • :••:••:•: -v ;< 

•Xvfc^IvivXyT^ ttvlwlv! !vXv!->5!vvN \ \ . . A-.y ^ 4 . v rr<*V.\v.£A 0\ r* v.v.T^v Cv.\v.V£^ ;?> ,w,Wv//. 5 ^V£V///////////////v//.\\\v/.\\\\\\\\\\\\\\\v/.\\\\v///.\\\\v///////.-.v.v.\v.v.v.v.\v.v.v.\ ; ■ • * * - • • v ■. . . •• 

• 'n.r:<« to - n - « ./ y W m M m It: * i v; W- W Q ’ A * *L ’ |j ; ; j| 


l>&- >A J&mtftaed ?k<ctcci±>’ 

j Sfottra: 

S&mfc/3$0 M\M osij 3 '# 

U«$* Citizenship 
and Immigration 
Services 



NRCM#«WSW. 



W# you* • mpi c tf fbnufvmT^mw idafius to fly A P. Bai-au m X>iA^«4*q r 02 < 2®W.- 

Vein requBgr is bcitif mdm fc povipmis Mfe >AMww;UK«a A<*(5 TFHAU| 552). 

Ix has hem assfyutd. ihe fhitowm* vumrul jmmhei . NPC201^.>0^^0^ Pfcays cite thiy iuimhsj #«. all future 
c&ite sp. m4<mk;c ab oat you*. cs r|ke $ 

We vespoad to mp a fbsNn. fcbout teA sad mra umihtfmi: lA'stom. ' Yburmptetf im 'Imtx 
pfamf m fhe back (Track Zl You may wbU U tmxmvywr mpietf tu a >jKvifK m 

or4«t to be eligible Xhr&e j&sfer tmh, T*> do $<>>. pto# -m\il a batika mjuetf:. ideutifyriisilw- spedfu 
Mroumu songkt $a tbc addies^yhtwe l^ mll notify yon if yum leanest is p bv <4 m Ore simple track,. 

lit iK-C:Ot<b«ce with Dq&rttttttit of Homeland Security 'R*g»iattoas ur C.F.R. y 5 :5{e}). yom .• testiest i>. 
dccrixcd to c outfit))** m agtmimtf to pay anyfee# that may be. vkaigcabk up to $25 (Hb Fees maybe 
charged tor scarciin^ vecoids sought at Ike respective elerieol. pmfeioitai. and. or managerial mtos of 
$d .00*$?. (Kb$10. A5 per tjtwiNr komv ami tor duplication yf topics at dir raft of $.10 pci copy The fir st 
iOO copies and f>yo hones of search tua< are not chai ned, aud the temauims v onrhiued charter tW sem ch 
m<\ dnpheation must exceed li d 00 hefoj e vee veil! chajye you any fees Most mprests do not mptte: any 
feesvhowtvei. if lees m. excess ol $25. w are lerpiked^ m will notify yon helotcinunl 

Ztm office will be providing your records .on -a Compact Ihsc ((’D) for --mt onym» personal compute] 

The: C-D is readable m all computers diion*li the use c>t Adobe Actob at software. A s-ersbrt of Adobe 

^ •*•>* »>b*>f ivill I'ik a<i d\A l‘1> VV<nc li^ vvy'-tt- , *.r1 »m vCmf-'WmwtWw' <u»d <•->»-< 1 »k- 

|: 5S- rs t|!j 0 : fC y| ||||; 

|H§i ; || lillilll! M2si; :s|,| 

Yaciel Wov 1 if£ : At 4:V w Ltf 2? Oi- : : : ’ r ; :; ' (US. 


xj: ••• 

| i: 

S o; • 


You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 


19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 


20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned). If the fax needs to be scanned in before reviewing, the FOIA/PA Assistants can 
scan it in and notify you. They may also deliver the fax or mail if needed. 


22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 


169 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1973 



23.1 THE OA ROOM (NRC, FOIAOA) 

\rVYVVV¥V¥¥VVVV¥¥¥&V¥VVV¥V¥¥V¥VVV¥V¥¥VVVVV¥¥Y¥V¥V).X 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• The requester has either has a changed or new address; therefore, the records need to be 
re-printed and re-mailed to the requester. You need to state in your instructions to the 
OA room that you’ve made the changes to the address in the final action letter. Correct 
the address on the final action letter and the FIPS database. State that you’ve changed the 
address in a Discussion. 

Don’t forget to add a Discussion to the original case. 

23.2 MSB ( NRC, NRCFOIAMSB ) 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 

of the case, and specific instructions relating to the case. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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If responsive records need to be copied from one case to another 




• If records are incorrectly scanned in a case and need to be removed 

All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 


23.4 FOIA FILE REQUEST 



Send e-mails to FOIA File Request if you discover A file sitting on a shelf and it has not been 
scanned in to the case. Include the control number and the A-number in these e-mails. 


24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


25. MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


25.1 RETURNED MAIL: 

25. 1. 1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 
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Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on the 
“IT to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1 . Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 
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25. 1.3 Final Action Letters 


Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 
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a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 


25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of KOI A/PA Request) 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 

• Correspondence about delinquent payments (including checks) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 


174 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 6/15/2011 


1978 



Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the MSB supervisor. A supervisor must review the correspondence 
and make a determination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 


25.2.2 Requester documentation /additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
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requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LIBRARY\Case Create References\Template Letters\FC Letter. 


25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
( ww w.u sci s .gov) . 

From www.uscis.gov , find the link near the bottom of the left column under “Other 
Services” marked “FOIA Reque st Statu s C h eck.” Click there to navigate to the online 
status check page. 

The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 
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If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 

If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the “Q” button. Change the information on the 
letter that shows the status of the case, replacing it with the results from the online status 
check before you close and save. Use the latest Status Letter from 
O:\Foia\FOIAJJBRARYCasejCyeate_References\Case_Create_Template_Letters. 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 
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26. BLANK TAPES/CD’s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. 
below. If you feel that you have a true congressional request or appeal, control the case, put the 
case in Unit Chief and e-mail your supervisor the control number. A supervisor will either send 
the case to SIG or return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


29. INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 
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1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 
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32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 

• Requester docs have been received 

• Requester writes to request the record on paper 

• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. 1 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.2 Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action on 
the case. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests and re-staffing due to age affects the 
aging reports and makes it impossible to track these pending cases properly. Please continue 
to repend these cases as necessary. 

32.5 If the A file has been scanned in and we are waiting on a T-file, review T-file staffings in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send the 
case to the processor. 

32.6 If the A-file has been scanned in, but there is an open pending slot for a T-file: Review 
“T” file history in NFTS. If the “T” file has been consolidated /combined with the A-file, 
check the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 
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32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32.7. 1 Check all offices for duplicate cases in FIPS using the alien number. 

32.7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 

32.7.3 If you find a duplicate case, make a Discussion and advise NRC, FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other documentation box. 
Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References'^ ase Create Template Letters\Requester 
Docs Attachment). Check the boxes required and pend the case for Requester Documentation. 
If the processor is asking for information that is already present in the scanned documents, put 
in a Discussion asking for clarification on what the processor is requesting. You may also 
have to point them to the slot where the information is currently contained. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PII provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create Template 
Letters\Failure to Comply Letter. Send the case to approver when you are finished. 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply letter- 
Consent. The template is located at: O:\FOIA\FOIA Library\Case Create References\Case 
Create Template Letter s\Fai lure to Comply Letter. Send the case to approver when you are 
finished. 

32.13 If a request for consent is returned but the requester says he or she is a third party 
requester (they have no relationship to the subject of the record and cannot or will not get 
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consent), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 

32. 14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request the correct file. You must 
then send an e-mail to FIPS Problem mailbox and ask that the wrong records be removed. 
Clicking the link above will automatically send a copy to the FOIA Program mailbox. 

32.14.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there are 
two cases for the requester. If not, you will need to correct the one that exists to become a 
request for the beneficiary’s information. Locate the correct records and re-staff 

32.14.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible that the 
scanning contractor has scanned the wrong file into this case. Here are the steps to follow if 
you believe this may have happened: 

32.14.3.1 Look for a pending case for the records that were scanned into 
your case. 

32.14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.14.3.3 If they have not, you’ll need to have the records moved from 
your case over to the correct case. You will have to have the slots in your 
case re-set to pending by the NRC, FIPS Problem mailbox. Clicking on 
the link will automatically send a copy to the NRC FOIA Program 
mailbox. 

32. 14.3.4 If the pending case already has records scanned in, review those 
records. 

32.14.3.4.1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 

32. 14.3 .4.2 If they are duplicates, then you do not have to do 
anything with that case. 
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32. 14.3 .4.3 You will need to have the wrong records removed 
from the staffing response and responsive records slots in your 
case. Send an e-mail to the NRC, FIPS Problem mailbox. Clicking 
on the link will automatically send a copy to the NRC FOIA 
Program mailbox. 

32. 14.3.5 If you pull a case in Records Locator queue and there is a 

Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 

32. 14.3.5. 1 The request must be over six months old before we 
send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 

32. 14.3.5.2 If the interim interest letter is returned saying the 
subject is no longer in custody and we do not have another address 
for the subject, you can close the case FC. Do not close out the 
case FC without the returned mail. 

32.14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 

32. 14 3 .6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32. 14.3.6. 1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose “RD” and select “NVC” 
from the drop-down box. Save the document and check it in. 

Send the case to Up-front Approver. 

32.14.3.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to Rece i pt files ; L os t receipt fi le . File destro y ed 
or File cannot locate . 

32. 14.3.6.3 If the receipt file has been rejected by the service, 
there are no records to retrieve. Close out as No Record, with an 
explanation of rejected receipt files. 
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33. REPENDING IN RECORDS LOCATOR QUEUE 


33. 1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF AC S/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 


33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the NRC case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffmgs for files, then 
e-mail NR C, F OI AF IL ER E Q to research and to have the file scanned in if necessary. 


34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34. 1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 
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34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 

34.3 The requester has a Track 2 case and provides the required documentation to change 
their request to a Track 3. Prepare a status letter and advise the requester that their case is 
nowin Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. 


35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC, FIPSPROBLEM mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 

- The number of pages scanned in. 

Send the case to Unit Chief/Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 

Lost File 
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36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 


Cases received in Records Locator queue that need acknowledgement letters must be re-assigned 
to a Troubleshooter in the Case Create role. Please contact a supervisor with the NRC Control 
Number and ask that the case be re-assigned to you in the Case Create role. 


37. RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 


39. IN TRANSIT FILES 


If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 


40. MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 
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41. MSB DIRECTED PROJECTS 


Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIAFax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786, 5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www.uscis.gov 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Cuidad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 
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LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL- Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 
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SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI- Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV-Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 


.WW : USC]S,£0V 

Title 


Alien's Change of Address Card 
Genealogy Index Search Request 
GenealoqvRecordsRequest 

Notice of Entry of Appearance as Attorney or Representative 
Bjograph|_c Information 
Biographic Information 
Bjo.qraphiclnfor^ 


Fr.ggdpm.olJnformatio 

Verification Request (Non-SAVE agencies) 

Dpcument^yerjfica^ 

Document Verification Req uest (SAVE Agencies) 

Return of Original Documents 

Application for Replacement/lnitial Nonimmigrant Arrival-Departure Document 
Petition for a Nonimmigrant Worker 
Petition for Alien Fiance(e) 

Nonimmigrant Petition Based on Blanket L Petition 


Form Number 

AR-11 

AR-11SR 

G-1041 

G-1041A 

G-28 

G-325 

G-325A 

G-325B 

G-325C 

G-639 

G-845 

G-845 Supplement 
G-845S 
G-884 
1-102 
1-129 
I-129F 
I-129S 
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Title 


Form Number 


PgMQDJPI AHen .Relativ e 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Ap.pJicatign.for Advance Permission Jo. Return to.Unre|in^^ 

Application for Advance Permission to Enter as a Non-Immigrant 
Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppJIcationforR 

Notice of Appeal or Motion 
PPiiiiQPJPr.Amerasian^Wid 

Affidavit of Financial S up port and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Bluest toJEjtfqrc^ JjlnanHCiaU^^ 

forP.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


1-130 

1-131 

1-134 

1-140 

1-191 

1-192 

1-193 

1-212 

1-243 

I-290B 

1-360 

1-361 

1-363 

1-485 

1-485 Supplement A 
1-485 Supplement C 
1-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
IN A) 

Waiver of Rights, Priveleges, Exemptions, and Immunities I-508F 
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Title 


Form Number 




Application To Extend/Change Nonimmigrant Status 


For .persons '.seeking ,y,nonimMgfAQt. status Vyh 
status. 


Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
or Change/Adjustment to/from A, G or NATO Status 


Application for Asylum and Withholding of Removal 


Petition to Classify Orphan as anjmmediate,^ 


Application for Advance Processing of Orphan Petition 


Application for Waiver of Ground of Inadmissibility 


Application By Refugee For Waiver of Grounds of Excludability 


Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
thejmmigration andj^ation^ 


Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 


Application for Status as a Temporary Resident Under Section 245A of the Immigration 


Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 21 0 of the 
Immigration and Nationality Act 


Report of Medical Examination and Vaccination Record 


Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
Natjonality Act 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245A of Public Law 99-603) * 




1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 

1-698 

1-730 
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Title 


Form Number 


PgjMQP-AQ-Rg™ 

Application for Employment Authorization 
Application for ; Replacement of N 

Petition to Classify Convention Adoptee as an Immediate Relative 

AppJicatipnjor.Detejmmatjpn.pf 

Application for Family Unity Benefits 

Application for Temporary Protected Status 

Application for Action on an Approved Application or Petition 

Petition by Entrepreneur to Remove Conditions 

Inter-Agency Alien Witness and Informant Record 

Affidavit of Support Under Section 21 3A of the Act 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

PovMy-Q-ljldgjines 

Intending Immigrant's Affidavit of Support Exemption 
Sponsors Notjce i.olChange_pf_Add 


(Pursuant to Section 203 of Public Law 105-100 (NACARA)) 

Employment Eligibility Verification 

Application to Replace Permanent Resident Card 

Application for Authorization to Issue Certification for Health Care Workers 


1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 


1-9 

1-90 

1-905 
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Title 


Form Number 


Request^ 1-907 

Application for T Nonimmigrant Status 1-914 

PgtjtjqnforUN 1-918 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 1-929 

Ap.pJica_tiqntoFjJe__D N-300 


Request fo r a Hearing on a Decision in Naturalization Proceedin g s (Under Section 336 N-336 

of the INA) ’ - — 


MonthlyReportNa N-4 

Application for Naturalization N-400 

ReguestforCertjfjc^^ N-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJicatjon.for.RepJacement.NaJura N-565 

Application for Certificate of Citizenship N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

A DDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 
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BBAT 

Bond Backlog Action Team 

BCAA 

Background Check and Adjudicative Assessment 

BCIC 

Border Crossing Identification Card 

BCC 

Border Crossing Card 

BCIS 

Bureau of Citizenship and Immigration Services 

BEP 

Backlog Elimination Plan 

BIA 

Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS 

Bureau of Labor Statistics 

BOP 

Bureau of Prisons 

BORTAC 

Border Patrol Tactical Unit 

BP 

Border Patrol 

BRP 

Backlog Reduction Plan 

BSS 

Biometric Storage System 

CAA 

Cuban Adjustment Act 

CAP 

Criminal Alien Program 

CAPES 

Classification and Placement Evaluation System 

CARRP 

Controlled Application Review and Resolution Program 

CBO 

Congressional Budget Office / Community Based Organization 

CBP 

Customs and Border Protection 

CCB 

Child Care Bureau 

CCD 

Consular Consolidated Database 

CDC 

Center for Disease Control 
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CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 
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DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 
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EEV 


Employment Eligibility Verification 


EFOIA Electronic Freedom of Information Act (initiative) 

ENFORCE Enforcement Case Tracking System 
EOIR Executive Office of Immigration Review 

eOPF Electronic Official Personnel Folder (eOPF) 

EPA Environmental Protection Agency 

ERO Eastern Regional Office 

ESC Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI F ederal Bureau of Investigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 
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FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOI A Freedom of Informati on Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 
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GPO 


Government Printing Office 


GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 
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I-485B 

1-539 

1-551 

1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

IBF 

IBIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 


NACARA Supplement to Form 1-485 Instructions 
Application to Extend/Change Nonimmigrant Status 
Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 
Immigration Card Facility 
Information and Customer Service 
Integrated Digitization Document Management Program 
Automated Biometric Identification System 
Identity Management System 
Individual Development Plan 
Immigration Examiner 
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II 


Immigration Inspector 


IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

IJ Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 
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KST 

Known Suspected Terrorist 

LAPR 

Lawfully Admitted Permanent Resident 

LAPS 

Legalization Application Processing System 

LEAD 

Leadership Education and Development 

LES 

Law Enforcement Sensitive 

LESC 

Law Enforcement Support Center 

LIFE 

Legal Immigration Family Equity (Act) 

LIN 

Northern Service Center (Lincoln, NE) 

LOU 

Limited Official Use 

LPR 

Lawful Permanent Resident 

LULAC 

League of United Latin American Citizens 

MFAS 

Marriage Fraud Amendment System 

MOA 

Memorandum of Agreement 

MOU 

Memorandum of Understanding 

N-300 

Application to File Declaration of Intention 

N-400 

Application for Naturalization 

N-565 

Application for Replacement of Naturalization/Citizenship Document 

N-600 

Application for Certification of Citizenship 

NACARA 

Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS 

Naturalization Application Casework System 

NAILS 

National Automated Immigration Lookout System 

NBC 

National Benefits Center 
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NCIC 


National Crime Information Center 


NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Proj ect 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 
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PC 


Peace Corps 


PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 

RAPS Refugee, Asylum and Parole System 

RAVU Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 
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STAR 

System for Time and Attendance Reporting 

TAC 

Third Agency Checks 

TAP 

Tuition Assistance Program 

TCDD 

Training and Career Development Division 

TECS 

Treasury Enforcement Communication System 

TPO 

Transformation Program Offices 

TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 
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USMC 


United States Marine Corps 
USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

VD Voluntary Departure 

VIS Verification Information System 

VTVPA Victims of Trafficking and Violence Protection Act of 2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

WSC Western Service Center (same as California Service Center) 

WTC Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department. Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing by any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System 1FIPSI - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis. go v/ p ortal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 55 i 


u 


• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


jTraek *L£. 




Track history 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create How Chart for All my records. 
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APPENDIX I: ALIEN NUMBER ASSIGNMENT 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=!> Documents PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? The Chief of FOIA/PA Operations 
and your Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office 
Automation personnel accomplish their missions. Through the Chief of Operations, Supervisors 
submit a new rule or procedure to the Chief FOIA/PA Program Officer. At the direction of the 
Chief Program Officer, Program Office may immediately amend the guide, or they may seek 
clarification from Office of Chief Counsel. After consultation, Program Office will either amend 
the Guide or propose a modified rule to Chief of FOIA/PA Operations. Major re-writes or 
revisions of the guide are subject to the final approval of the USCIS FOIA Officer. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet 
page. When we make additions or revisions, we create a Record of Revision at the front of the 
Guide for quick reference. 
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Record of Revision 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the FOIA/PA Assistant's 
Guide has been changed (changed portion is underlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. No consent is necessary from 
the.minor child or the person judicidly.detennined.tob^ 

parent/guardian must provide his or her own verification of identity that is notarized or 
signed under penalty o f penu ry [6 C.F. R , § 5 . 2 1(e) ]. The case processor will have to 
request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant’s Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or ; we export the A- 
file f r om EDMS . Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant’s Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, i n c l u di n g T -F i l e s, w h e re ve r t h e y m a y be, 
inc l udi ng NRC ) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13, 2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underhned deleted portion stricken through): 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a ■RAFAGS^#^'^j^r4^&^TstafBng--sIot- only . Click on 
“•Gustomize Letter.” Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
responsive recerds for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to scan RAFAGS- 
only-responsive -records. Pend the ease prepare a Final Action Letter with closing code 
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(b)(6) 


NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through): 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, S SC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 

| f tc., are not receipt files we 

can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS, and if NYC does not have the receipt, 
but there is a record in PCQS. print any PCQS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the 
“Customize Letter" button selected Attach a “Scan As” cover sheet to the screen 
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prints, mark the box “Responsive Records” and take to person designated to scan 
RAFACS-onlv responsive records. Pend the case. 


prefix of the reeeipt number,- you should staff to the owner of the receipt rile and paste in 
the GLAMS screen. This information can he located on the GLAMS inquiry screen 
trpper ri ght hand corner-. Ihe GL A M S screen wi l l shovv - owned- by . - ? 

New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAMS screen. This information can be located on the CLAMS inquiry screen upper 
right hand corner. The CLAMS screen will show “owned by.” 


May 27, 2011 


Paragraph 6. 3.4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 
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d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

As it used to read: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). For receipt, files, at MG, use the 
NON-F OI A H BG file re qu es t. Do not request DIG T-fdes at HBG with RPC codes XX, XY, 
ZG, ZY, or ZZ . Refer to the Staffing Sheet Guide for the most current information. 


June 10, 2011 

The wording of paragraph 28 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 
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Here is the new paragraph: 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. of 
this section, however, if you feel that you have a true congressional request or appeal, control the 
case, put the case in Unit Chief, and e-mail your supervisor the control number. A supervisor 
will either send the case to SIG or return the case to you for staffing. 


b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self 1 in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohmell the 
control number. 


July 8, 2011 


A new flow chart for Lost File procedure has been added to APPENDIX Hi 
CASE CREATE FLOW CHARTS in the FOIA/PA Assistant’s Guide. 


Additionally, in paragraphs 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 

12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 


Paragraph 6. 1 . 1 . 10 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Old version: 

6.1.1.10 If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester in Section 2, 
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“ Requester Information .” Do not use the address on the envelope or letterhead. 

New version: 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of the 
requester in Section 2, “ Requester Information” Do not use the address on the envelope, or 
Form G-28 or letterhead unless the requester did not use Form G-639 or unless Section 2 of 
Form G-639 is illegible. If the address on the G-639 is a foreign consulate office, or is a 
congressional office, you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you can find no other address, insert a case note and send the 
case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at the 
right side of Form G-639. 


The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the FOIA/PA 
Assistant’s Guide: (old text lined through, new text in red) 

This does not include instances in which the requester has faxed the request and then mailed 
it. If you open a case and find that the exact same request has very recently been created, 
chances are that you have opened the mailed copy which followed a few days after the fax. 
Clos e this cas e as ER (cr e at e d in e rror). Do not create such a case. Click “Send to 
Research.” That case will go and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar 
case, your search will be complete. If the requester did not provide an alien number, you 
may search by the subject’s last name and first name, or even by the requester’s last name 
and first name. You may use a percent sign (%) as a wild-card for these searches. For 
example, if the requester’s name is Jaime Vazquez, but you see he also has spelled his name 
Vasquez - you can search by Subject Last Name “Va%” and Subject First Name “Jaime.” 

Further on within paragraph 6.4, in the examples, there are two more changes: 

Cr e at e a Final Action L e tt e r and s e l e ct final action cod e ER: Cr e at e d in Error. Aft e r this, 
s e nd th e cas e to Up front Approv e r Do not click “Create Case.” Click “Send to Research.” 
You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
“Similar Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Inst e ad, clos e this cas e as ER (cr e at e d in e rror ) Do not 
click “Create Case.” Click “Send to Research.” 


August 30, 2011 

We have added a new paragraph 8.23 to the FOIA/PA Assistant’s Guide, as follows: 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. It is likely that the adoption never happened. If that is the 
case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 


September 16, 2011 


The following new bullet has been added to sub-paragraph 12.1.1.6, “Blued-in information”: 
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Comments may be important because a File Control Office may not be able to change a file 
location to “LOST” in NFTS. When that happens, the records person at the FCO will notate 
in Comments that the file is lost. If that is the situation, please refer to the Lost File Flowchart 
in Appendix H of this guide. 


October 24, 2011 

We have added a sentence to Paragraph 8.21, as follows, (added material in red): 

NFTS may show that the file has been retired and is at a Federal Records Center. If that is the 
case, request the file. 


mmm vs w m etc ks is jk vs « *a m ss ks t s w vs ra m m ks ks is is vs is vs h vs is sa « «r m n is « *a ® m m as vs h maMH'flrirH vs h « « » h ra at is vsw 

Paragraph 32.12 is no longer valid because creators now Up-Front close requests without good 
VOI. The following has been deleted: 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply 
letter-Consent. The template is located at: O:\FOIA\FOIA Library\Case Create 
References\Case Create Template Letters\Failure to Comply Letter. Send the case to 
approver when you are finished. 


We have added a sentence to Paragraph 34, as follows, (added material in red): 

After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy NRC, 
FOIA PROGRAM and your supervisor. The e-mail should include the case number and the 
action you took. 


Paragraph 36 is no longer valid because a person working Records Locator role may now create 
an acknowledgment letter. The following has been deleted: 

36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 

[The following paragraph has been deleted in its entirety] Cases received in Records Locator queue 
that need acknowledgement letters must be re-assigned to a Troubleshooter in the Case Create role. 
Please contact a supervisor with the NRC Control Number and ask that the case be re-assigned to you 
in the Case Create role. 
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Paragraph 6.4, SEARCH FOR DUPLICATE CASES has been changed as follows ( old v e rsion 
in strik e through ) (new version in red): 

Just b e for e you cr e at e th e cas e , Before you begin filling in the worksheet, you should look for 
duplicates. 




a new Appendix J: 16 RULES OF CASE CREATE has been added to the 

FOIA/PA Assistant ’s Guide 


December 14, 2011 

Paragraph 7.4, Third Party Requests has been changed as follows (new information in red, deleted 
information in strikethrough) 

Third party requesters are not entitled to any public documents that may be in the file they are 
seeking, as well as nor documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and says in 
her request letter that she does not know where he is or says she cannot get his consent, do not send a 
request back to her for her husband’s consent. In a situation like this, close the case as a Failure to 
Comply, simply request the file and put a Discussion in FIPS that it is a third party request without 
consent. In the above example, if she did not specifically say she cannot get his consent or that she 
does not know where he is, do not request the file. In a situation like this, send a request for consent 
and pend the case for requester documentation. 

March 2 , 2012 


We have re-written section 6.3.5 as follows: 

6.3.5 Bureau 

The three possible selections for Bureau are: 

ICE - Please select ICE if you are staffing to any ICE location, for example OPLA, 
DRO or SAC. There may be other ICE locations, and if you are unsure, please 
consult your supervisor. 

CIS - Used for all other categories. This is the default in FIPS. 
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CBP - Please select CBP if the request pertains specifically to documents relating to 
the Border Patrol, incident reports relating to apprehension, entry without inspection 
(EWI), smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy customs 
or legacy inspections. Key words that you could see on a request relating to CBP are 
inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, and smuggled 
goods. Note: If request is for entry/exit information and the reauester/suhiect 
nrovided an alien number, request the file. 


We have extensively re-written section 7.3 Reasonable Description of Records Being 
Sought to reflect closing for failure to comply if the requester fails to provide name, address, 
date of birth, place of birth and adequate signature for verification of identity. 
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1. THE FREEDOM OF INFORMATION ACT 

Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 

2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statute became effective September 27, 1975. 

3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4. WHO CAN MAKE A FOIA REQUEST? 


Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 


• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 


• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 

ij£ in this guide. 


• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 


• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 
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USERID ========> 

PI PASSWORD > 

NEW PASSWORD ==> 
VERIFY NEW PASSWORD --> 


PF1 = HELP 

PF4 = WHO AMI 


PF2 = TIME PF3 = LOGOFF 

ENTER = PROCESS CLEAR = REFRESH 


30JD.WS.. 




This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 


21 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/2/2012 


2054 


5.1.2 Tele View Main Menu 
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PICS/ADMIN SYSTEMS/DACS 

PF1= HELP P F 3= END PF7= 
3270 

PAGE UP PF8= PAGE DOWN 

PF9= 

NOTEPAD P F 10= ERASE NOTES 
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The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 


;'|j File Edit Session Transfer Program Options Window Help 


1 1 1 X: 

• x; 


fill 


6 ] j 


/OB 

ail 


m 


m 


m 


CIMLOGO 
C 0 r 1 M AMD: 


ccccccccccccccc 

cccccccccccc 

cccccccccccc 

ccccccccccc 

cccccccccc 


CCCCCCCCC WELCOME TO 

cccccccc 
cccccccc 
cccccccc 
cccccccc 

CCCCCCCC CHECK MEWS 

cccccccccc 

CCCCCCCCCC LAST NEWS SCREEN 

ccccccccccc 
ccccccccccc 
cccccccccccc 
cccccccccccc 
ccccccccccccccc 


WELCOME TO THE CENTRAL 

mu 

mu 

iiiii 

mu 

CHECK HEWS SCREEN ON A 


CHANGE 

IIIII 

IIIII 

IIIII 

IIIII 

IIIII 


SSSSSSSSSSS 
SSSSSSSSSSSSSSS 
SSSSSS ssss 

sssss 
sssss 

INDEX SYSTEM 
SSSSS 

sssssssssssss 

ssssssssssssss 

ssssssss 

REGULAR BASIS ! ! SSSS 

SSSS 

: 06/28/2005-15:20 EST SSS 

SSSS 

SSSS 

sssss ssss 

SSSSSSSSSSSSSSSSSS 

SSSSSSSSSSSSS 


-PRESS ENTER TO PROCEED TO MAIN MENU 

3270 
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This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5. 1. 4 CIS Main Menu 


111 !! 


: ;; idit: |||^ W:i ; Ifansfer : ;; Wm m \ ;; ;Sp>tions ; Window : : ; Help; ; 


III 



tdrboardi: 


: -Df m: : 


®]ciSR.6sourceGuide ... 


9:02 AM; 


This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 
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5.1.4.1 Search Menu Screen 
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CI USER 
COMMAND: 

A#: 000000000 NOME: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


10/13/05 

10:02:06 

DOB: 00000000 


(01) ID #: 


(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 


(92) DATA DISPLAY MENU 

(93) ADD TRANSACTIONS MENU 

(94) RECORD MAINTENANCE MENU 

(95) FILE TRANSFER SUBSYSTEM MENU 


(02) SOUNDS-LIKE NAME 

(03) EXACT NAME 

(04) AKA (ALIAS) NAME 

(05) LAPS EXACT NAME 

(06) SOUNDS-LIKE NAME WITH DOB 

(11) MANUAL SEARCH REQUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUMBER REPORT REQUEST 


<-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456789) . 

CLEAR EXIT PFS HELP PF6 CIS MAIN MENU 


tehfesard j ||inputForm i iTJciSResaurceGuide ...j 


9:02 AM 


From this search screen a decision is made as to how to begin a search for an individual’s 
records. The most commonly used methods to search for an individual’s record are: 

Code Search by Category 

01 ID # (A-number, certificate number, social security number, passport number, etc.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1.4.2 Search by A-number (9101) 
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IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ID # SEARCH/DISPLAY 


10/13/05 

10:02:55 


ID # (A/AA/AB/C/DA) : 

(DL/F6/FP/I/PP/SS/TD) 

LAST: 

FIRST: 

MIDDLE : 

ALIASES: 


NATZ DATE 
COURT 
LOCATION 


SEX: 

POE: 

COB: 

DOE: 


FCO: 

C0A: 

C0C: 


FATHER 

PFCO : 

SFC0 : 

DF0: 

BIN: 

MOTHER 


SSN: 


CONSOLIDATED 

A-N0S --I 


1-94 ADM # 
PASSPORT # 
FBI # 
DRIVER LIC 
FINGER CD# 


OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF3 HISTORY 

PF9 EAD PF11 EOIR 

3270 


tehtoa-d j jdj! Input “c-m :l ^CISPssciurseGulde 


9:03 AH 


In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is that it holds information 
about ongoing or closed deportation proceedings. In the section of the screen listed (other 
information) different acronyms may appear such as: CARD, EADS, RAPS and DACS. For 
additional information on DACS please see Chapter 3. 


5. 1. 5 Sounds-Like Name Search (91 02) 
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IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE" SEARCH 
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* LAST NAME: 
FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 
PREVIEW NAME: 

EXACT DOB: 
DOB RANGE: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(HUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(HUMBER OF EXACT CHARACTERS TO MATCH (09)) 
(Y/N) 

(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YE AR, R=0-9) 


COB: (5-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

* LAST NAME IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE" SEARCH 


CLEAR EXIT 


PF3 REFRESH 


PF4 MENU 


PF5 HELP 


PF6 MAIN MENU 


t'+iboard j F|1 input For in :: ^]ciSRe5Qun::flGuidfe 




Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5. 1. 6 Exact Name Search (9103) 


Fie Edit session Transfer Program options widow Help 


P 


m 


CIHEXfl 

IMMIGRATION AND NATURALIZATION SERVICE 

12/15/05 

COMMAND: | 

CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 

08:44:21 
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MAX) 

* FIRST NR ME : 


(25-CHARS 

MAX) 

MIDDLE NR ME : 


(25-CHARS 

MAX) 

EXRCT DOB: 

(MMDDYYYY) 



DOB RANGE : 

(DOTE RANGE = YYYYR; YYYY= 

YEAR, R=G-9) 


COB 

(5-CHARACTER COUNTRY CODE) 



COC 

(5-CHARACTER COUNTRY CODE) 



POE 

(3-CHARACTER PORT OF ENTRY 

CODE) 


DOE 

(HHDDYYYY) 



COR 

(3-CHARACTER CLASS OF ADMISSION CODE) 


FCO 

(3-CHARACTER FILES CONTROL 

OFFICE CODE) 


SEX 

(M/F) 



* LAST NAME AND 

FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 


SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 


CLEAR EXIT PF3 REFRESH 



PF4 MENU 

7 7 7 ft 

PF5 HELP PFG MAIN MENU 

PF9 SOUNDS-LIKE 

SEARCH 

ptpnDoc ...j :.yNrcdtall on ' 


7:47 AM 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 
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5. 1 . 7 Alias (AKA) Name Search (91 04) 




: Ffe ; : : jEclIt j : j SjSS&n : : Hf aflSfeT : : :R:Ogram : : : OpdOHS: : : : M0OW-. \ ] '] H#: 




m 


M M 


<*Qli 

tm 


M 


CIHRLI 

COHNRND: 


IHH IGRRTION RND NRTURRL IZRTIGN SERVICE 
CENTRRL INDEX SYSTEM - RL IRS (RKR) NRME SERRCH 


O1/3O/06 

12:56:45 


RKR/NEE LRST NRME: 
RKR/NEE FIRST NRME: 

LRST NRME MRTCH: 
FIRST NRME MRTCH: 


(40-CHRRS MRX) 
(25-CHRRS MRX) 

(NUMBER OF EXRCT CHRRRCTERS TO MRTCH (0-9)) 
(NUMBER OF EXRCT CHRRRCTERS TO MRTCH (0-3)) 


EXRCT DOB: (MMDDYYYY) 

DOB RRNGE : (DRTE RRNGE = YYYYR ; YYYY=YERR, R=0 9> 

COB: <5 - CHRRRCT ER COUNTRY CODE) 

COC: (5 -CHRRRCTER COUNTRY CODE) 

POE: (3CHRRRCTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COR: (3-CHRRRCTER CLRSS OF ADMISSION CODE) 

FCO: (3-CHRRRCTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST R SERRCH ON F IRST- NRM E - ONLY ALIASES p ON LAST- NAM E - ONLY RL IRS ES , 
RND ON RLIRSES CONTAINING BOTH FIRST RND LRST NAMES. OTHER FIELDS RRE OPTIONAL. 
SPECIFY THE SERRCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NRME SEARCH. 


CLEAR EXIT 


PF3 REFRESH 


PF4 MENU 


PF5 HELP 


PF6 MRIN MENU 


MUM OVR 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5. 1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 



The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5. 1. 9 Card Search (9222) 



CII1CRRD 
CO fin AND: 


IMMIGRATION AND NATURALIZATION SERVICE 08/01/06 

CENTRAL INDEX SYSTEM - ARR/BC CARD DISPLAY (CARD) 08:22:32 


NAME: TAYLOR 


, FRANCIS 


DOB: 080 


LEGAL PERMANENT RESIDENT 


CARD NAME: TAYLOR, FRANCIS E. 
INS A# 0 
CATEGORY: 


BIRTHDATE: ■' “ 

CARD# SRC' 

PERMANENT RESIDENT SINCE: 12/12/2005 

CARD EXPIRES: 02/22/2016 


Cl USA 01 


TAYLOR<<FRANCIS<EDWIN<<<<<<<<< 


MOTHER’S NAME: EDWINA FATHER’S NAME: ZACHIUS 

CARD PORT OF ENTRY: BAL 

CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 
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NUm GVR 


The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 


H53.wm BHSB3.WCD 


If £& ;|it Session Transfer Program Options. Window H£lp 



fi 


• □□□□ 

!;• 1 anna [ 



CIMFTD 

IMMIGRATION AND NATURALIZATION SERVICE 08,01/06 

COMMAND : SHH 


CIS - FILE TRANSFER DISPLAY (FTD) 11:33:03 

R#: Nfi,1E 

: TAYLOR 

:::::::::::::::::::: :s 

FRANCIS DOB: 

PREVIOUS 

FCO 

BAL 


FCO CRERTING SUBFILE: 

CURRENT 

FCO 

NRC 


SUB FILE CREATION IND: 

REQUEST 

FCO 

NRC 



FILE LOCfiTED 

IND: 

: C (FILE TRANSFER COMPLETE) ] 

DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 0000 

DATE 

FTI 

: O1242O06 


INS BOX NUMBER: 

DATE 

FTC 

: 02O22006 


REQUEST NUMBER: 

PERSON/ ACTION: 



2ND REQUEST DATE: 





3RD REQUEST DATE : 

YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN MENU 
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WilM : 







The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 



The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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5.1.12 Tables Menu 


ilmW€Dj 


II Eie E|it &m«tt Irittis&f Ex'>gran. Qltioas $3a«k'W JJelp 


ili 


TBXSELMU 


COMMAND ===> 


INS STflNDfiRD TABLES DATABASE FACILITY 
MENU SCREEN 


(VADAD , LODAD, TB INF , VAINF, OR LOINF) 


09/15/06 
08: 40: 48 


TABLE ID: 
SEARCH VALUE: 


(MUST ENTER FOR PF1 AND PF2) 


TBIOOOOI 
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ENTER- - PROCESS COMMAND 

PF1--SINGLE LOCATION/VALUE TABLE SCREEN 

PF2-- LOCATION/VALUE TABLES BROWSE SCREEN 

PF3- -REFRESH 

PF4- - PREVIOUS SCREEN 

PF5--HELP 

PF7--LIST TABLES 

PF8--EXIT 

USER AUTHORIZED TO PERFORM DISPLAY FUNCTIONS ONLY 


NUM OVR 


Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 


DHSM.WCDJ 


File Edit Stesaj&a Transfer Program Jpptoons Wmdow :J|elp 


Ifnf> 

W'WW'HW 


1 & M 


m 


MM 


TBXTBINF 


INS STANDARD TABLES DATABASE FACILITY 
TABLE INFORMATION SCREEN 


PAGE 09/15/66 
O001 08:46:07 


COMMAND ---> 


(SELMU, VADAD, LODAD , VAINF , OR LOINF) 


SEL ONE TABLE ID 


TABLE TYPE 


TABLE DESCRIPTION 


ADJUSTMENT OP STATUS COOES 


CIS/AFAC FCO CODE TABLE 
INTERNATIONAL/ MUNICIPAL AIRPORTS 
APPLICATION SUPPORT CENTERS 
ASYLUM INTERVIEW OFFICES 
ASYLUM OFFICES 
HEADQUARTERS 

BORDER PATROL SECTOR CODES 
BORDER PATROL SECTOR HE ADQTRS 
BORDER PATROL STATIONS 
BORDER PATROL STATION CODES 
INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 PF 2 

PGFRWD PGBWRD 


PF4 

PREV SCN 


TB100G43 
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SELECT ONE RECORD OR TRY OTHER FUNCTIONS 


MUM OVtt : 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 


:|| Jyfe Edit &m«tt Irans&r &>>gra» $0»4ow g«lp 






:,^:|:iiS||^gD =J 

■gy kg ;; \s£ 


TBXVAINF 


INS STflNDfiRD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


PAGE 09/15/06 
0014 08:56:10 


conn AND ---> 
TABLE-ID: ADJX 
SEARCH VALUE 


(S E LMU . VADAD, LODAD , TBINF , OR LOINF) 
TABLE DESC : ADJUSTMENT OF STATUS CODES 


IB7 
IBS 
ICS 
IC7 
IDS 
I F 1 
IF2 
IRQ 


VALID CODE 

IB7 

IBS 

ICS 

IC7 

IDS 

I F 1 

IF2 

IRQ 


TABLE TEXT 

SLF-PETITIQN CHILD OF USC 

CHILD OF IBS 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF CITIZEN 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PFS PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 OO043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


Read the screen in its entirety for navigation instruction and additional information. 
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5.2. Computer Linked Application Information Management System 


5.2.1 Introduction 

The Computer Linked Application Information Management System (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 Teleview Introduction Screen 



WARNING L This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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CAACCCCCC 

TT 

EEEEEE 

LLLLLL 

EEEEEE 

VVV 

II 

EEEEEE 

WW 

WW 


AACCCCCCA 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 
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CAPS NUIJI OVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 
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5. 2. 3 CLAIMS Selection Screen 


m 




mmmmm 




||| File Edit Session Transfer Program Options VWndow Help 


-ISl X 


IH jy s 


!s.5e 


M 


S M 


/HE 

m 


1 COMMENDS ENVIRONMENT 

HELP 

EXIT 

MODEL : LUO -2/2 

LUNRME: J5NRC2AE 

DEL CR-TELEVIEW 

4.4 

USERID: NRC7208A 
ESCAPE: PA1 

I COMMEND ====> 6 

Sesnum System 

Application Status 


Remarks / Description 

1 HELP 

Available 


TeleView Help Facility 

2 MSG 

Available 


TeleView Message Facility 

3 NEWS 

Available 


Help & News Menu 

4 J406IDM S 

Available 


RAPS-APSS-EOIR 

5 J 42 71 DM S 

Available 


F 0 1 fi / N A CS/STSC/H FAS/RNACS 

1 {mmn^ WKM 

| (Available 



7 J427CICS 

Available 


DAL ROPES 

8 J504CICS 

Available 


WDC ROPES 

9 J 5371 DM S 

Available 


AR11 

10 J534IDM S 

Avai lable 


CIS 

11 J527IDM 2 

Available 


PICS/ADMIN SYSTEMS/DACS 

P F 1 = HELP PF3= END PF7 = 

3270 

PAGE UP P F 8 = PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 




; h:; : : :7^s:AiYi ; 


The number selected to access CLAIMS can vary for each computer. 
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5. 2. 4 CLAIMS Function Screen 


mMqm mm m 








g||; Session; ; Transfer ; ^Program; Pgptions; Ypndow 


X| 

wmM. 


g a g s 


!s.5e 


M 


SS 


/HD 

m 


IDH S DC258002 V9 ENTER PASSWORD 

IDH S DC258003 V9 USER NRC7208A SIGNED ON LTERH VTH LT506 AT 08:54:22.05 05.349 
TSS7G0OI NRC7208A Last-Used 15 Dec 05 08 : 51 System = 02Rl Facili t y=TE LEVI EW 
TSS70Q1I Count=08208 Node=Fail Lockt ime=None Name=TI FFANY ROSS 
V9 ENTER NEXT TASK CODE: 


: : I : 


m 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5. 2. 5 CLAIMS Welcome Screen 


mm ppwppiB 






Up 


g||; ;g*sslon; ; Transfer ; igrogrami Potions; Tpndow ;THel|N 


m 

i 'MmM 


si jy S Si 


!fl.5e 


M 


m 

ss 


/HE 

m 


FSXM NEWS 


CLflIHS MRINFRRM E SYSTEM 
NEWS SCREEN 


12/15/2005 

08:55 


WELCOME TO THE COMPUTER LINKED APPLICATION INFORMATION MANAGEMENT SYSTEM 

{CLAIMS} 

**** **** tt W * * WWTfrlfr * * * * * * * * **** * * * * * * * * * 1 


PRESS ENTER TO LOGON OR PF8 TO EXIT 


PF8 

LOGOFF 


NUM OVR 


Press enter from here to get to the logon screen. 
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5. 2. 6 CLAIMS Logon Screen 




w mm wmMmm 


Ili : 




^g;;File TgditT ^Session; ; pa risferi ; pograrn; nations; T^ndow PHelpi; 


-it?;: X 


Hii BBS 


life 


M 

■S 


M 

SS 


/HE 

m 


FSXMCLMS 


CLAIMS MAINFRAME SYSTEM 
LOGON 

LEGALIZATION NOTICE OF CONFIDENTIALITY 


12/15/0005 

08:56 


SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS. 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED Il\ 
VII0LATI0N OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 
IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE. 


PLEASE ENTER CLAIMS USER ID AND PASSWORD 


PF8 

LOGOFF 


NUM OVR 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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5. 2. 7 CLAIMS Main Menu Screen 




ffl Rie ;pt; ! Session ; Transfer: ; Program ; Options; 


FSDLM NU1 


CLAIMS 


HfilNFRRH E 
MAIN MENU 


SYSTEM 


12/15/2005 

08:57 

NRC7208R 


COLLECTION & RECEIPTING - APPLICATIONS 

COLLECTION & RECEIPTING - PETITIONS 

COLLECTION & RECEIPTING - BONDS 

COLLECTION h RECEIPTING - FOIA 

COLLECTION & RECEIPTING - PRIVACY ACT 

COLLECTION & RECEIPTING - MISCELLANEOUS 


GENERATE REPORTS 

MAINTAIN SYSTEM FILES 

MANAGEMENT STATUS REPORTS 

CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 

PRINT DELAYED/DUPLICATE APPROVAL NOTICES 

EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 

SCHEDULING/CARD PRODUCTION PROCESSING 

FD258 FINGERPRINT TRACKING INQUIRY 


ENTER SELECTION: 
■WELCOME TO THE CLAIMS MAINFRAME SYSTEM 


13270 


PLEASE MAKE A SELECTION. 
PF8 

LOGOFF 


NUM OVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5. 2. 8 Inquiry Screen, searching with a Receipt Number 












^g;;File TgditT ^Session; ; TYa risferi ; ^Program; ;;;Qptions; Y^ndow YiHelpu 


- if?: x 


Jjj| BBS 


life 
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m 


FSXMIMN1 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


12/15/2005 

08:59 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 

2. USER ID: DATE: (MMDDCCYY) 


BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 

A NUMBER: A 

REFERENCE NO. : 


(FIRST) : 


(MMDDCCYY) 


6. PETITIONER 
NAME (LAST): 

PF3 PF6 

CANCEL MAIN MEh 

3270 


(FIRST) : 

PF8 PF10 PF11 PF12 

LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 

















NUM OVR 



On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5. 2. 9 Searching CLAIMS using a Name and Date of Birth 






mmm 


!g File Edit Session Transfer Program Options Window Help 


oi h s s 


life 






; -jni.xj 

Jgj x: 


s 

/flD 

mm 

|i 

i 


FSXMIMN1 


CLRIMS HfilNFRRH E SYSTEM 
UPDRTE PROCESSING MENU 


02/07/2006 

09:16 

NRC7208R 


SELECT RND COMPLETE ONE LINE 

1. RECEIPT NO. : 

(SELECTIONS BELOW FOR RPPLICRTIONS RND PETITIONS ONLY) 

2. USER ID: DRTE : 


(MMDDCCYY) 


3. BENEFICIRRY/R PPLICRNT 


4. R NUMBER: R 

5. REFERENCE NO. : 

6. PETITIONER 
NRME ( LRST) : 


(FIRST) : 


PF3 PF6 

CRNCEL MRIN MEh 

3270 


PF8 PF10 PF11 PF12 

LOGOFF REMOTE RCT UPD BY CODE RCT UPD BY RCPT 

















NUM OVR 


You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” Fo r example, if you type “3”, the detailed information relating to receipt number 
[vill be displayed. 
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5.2.10 Searching with the A-Number 
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You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner ’s Name 
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You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 
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The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: EBS1) 
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The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 
receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), the system supports 
the file migration from the USCIS field offices to facilitate a national tracking system that 
supports the National Records Center (NRC) and a centralization of agency records. You will 
learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 


Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to h ttp s : //pc q. esb . usc i s.d h s . qov / and click on the Users Guide 
link below the Warning. 
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5.5. FQIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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I 
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• Commercial 
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• Specific Documents 
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• Non A-File Material 
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• White House/Congressional 
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6. CREATING THE CASE 


FIPS 7.0&.9O - 07/28/2010 t Work. Queries 

<Tueue$ 


<;•$! v • •' * http:// 10.63.1 6.238: 700L/sonora/Horme 

;• Fie Edit : View : ■ Favorites; ; Tools. ; Help ■ ; 

. >vc ^sei' hji.-v 


Case Creator f\ 




Workflow Queries 

Available Cases 




: 


Z ’ ;jrji •: Bookmarks- : r *y Check - AutoFill - y 



: : : S * : ; x Sign in r 
- v' ■ .v, * • ; Fage * ;!v Took - / 


FTPS 7.>>G.Tfi - ?3/uS/10 : ; VVctrkQucfles: ; ^ '"Acoons • 5tanJaioii& Ssar^f x / : : ; Office; BiL Change #fice cctasfcfc x tagout $r 



Rage i: of 2 :79% yiwngYersion 1 ^vioca intranet >i tOQ% / •; 


On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter.” There will be a date and time in the right column. 


Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
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scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6.1 REQUESTER INFORMATION 

Processing 


Office! bal v BAL201000Q751REQ Status Request Case Creator cctestb Web Entry 
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Last 
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Referred From;—- 
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^ Fee Waived Ho t R e q u e s te d 


□ Print To CD 

□ PA Cited: 
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n In Circular Search 
... Delinquent 


Calculate Queue Position 


Save 


Tas ^ :s Discussions Case Actions 

Document Type Seg, Pages State Resp Unit A-tf umber Date 

H Reque st Letter 1 2 Scam e d 3/4/ 2010 1 : 06 : 5 7 PM: 


6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 Do not use all capital letters in names. 

6. 1 . 1.2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1.1.3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 
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6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attorney/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

6. 1 . 1 . 5 Do not hyphenate names. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for a clear copy. 

6. 1.1.7 Add a period after the middle initial. 

6. 1.1. 8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, e nt e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1 . 1 .9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother’s and father’s last names, if provided. If you 
are unsure, contact a supervisor. 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of 
the requester in Section 2, “ Requester Information .” Never use the address on the 
envelope, or Form G-28 or letterhead unless the requester did not use Form G-639 or 
unless Section 2 of Form G-639 is illegible. If the address on the G-639 is a foreign 
consulate office, or is a congressional office, you may use the address listed on the G-28, 
or other documents in the request, such as an envelope. If you can find no other address, 
insert a case note and send the case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6.1.1.11 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 
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6. 1 . 1 . 12 Do not use special characters, such as “&” and “#” in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), 
=,+, [,], {, },\<,>, or/. 

6. 1 . 1 . 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1 . 1 . 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief. 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6. 1 . 1 . 17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You must 
complete these fields to ensure proper delivery. Before pending this case for any further 
action, please check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 
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U.S. Virgin Islands 
Wake Island 
Micronesia 


A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 

6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Form. To 
search for an existing requester, click in one of the available fields in the Requester Search Form 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough information, click Search to locate requesters with matching 
information. 



If you get any matches to your search, you will see a screen that looks like this: 
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(b)(6) 



If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 



Requester Requester Requester 

First 

Middle 

Last Name 

Name 

iV. Bernhard 

Name 

Sauerbraten 

jYrft U-yrtac 

Mmh 

Sauerwen 


Assign this requester to case 




.Milton 
□ «' 

.Bonnie 

□ ■i 


Scott 

lay Sheppard 

Simmons 
V. Timmy Simpson 

Total item{s} found (6 of 6) 


T* Page 1 of 1 


Cancel 


And it will populate the requester information like this: 
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(b)(6) 
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(b)(6) 


6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 



When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information and then click Save. 


•: First Name 


•: Address 1 
\ .Address 2 
i Address 3 
| City 
j: State 
\ Postal Code 

!; kj Foreign 
f Province 
Country 

f Phone Number 
f Em-atl 

Frequent Requester 
i; l.Savs.j k Cancel;. | 




Last Name 


Culpepper 


6.2 SUBJECT INFORMATION 

After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 
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(b)(6) 


Requester Information 

C G Culpepper Edit Requester 



00 * to Subtejjd 


Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 


'samjea inTomrattGK 
First 

Middle 

Last 

j Melville 


; i Crump 

A-Nutnbef 

1 


Topic; 


6.2.1 Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

6.2.2 Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject. Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.2 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 
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6.2.2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

6.22.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary’s A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

6.2.3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04- 123 -60000 

6.2.3.2 Enter the receipt number with no dashes or spaces. This format assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffing Sheet Guide for more guidance. 

6.3.2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


6.3 CASE SPECIFICATIONS 
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6.3.1 Track 


Track 34 !. 


w 

i i 



ill 

mm 

§11 

[3 

H 



6.3.1.1 Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi-track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents. The 
requester may write back later responding that they need the whole file, and a 
FOIA/PA Assistant working in Records Locator queue can change it to Track 2 at 
that time. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6 . 3 . 1 . 3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6 . 3 . 1 . 3.2 If there is no cover sheet and you believe you have a Track 3 request, send 
the case to Unit Chief and an email to your supervisor. 

6 . 3 . 1 . 3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3. After you verify that the case is open, you may simply click “Send to 
Research” and you are finished with the case. 

6 . 3 . 1 . 3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to “Expedited 
Treatment’’ in this guide. 

6 . 3 . 1 . 3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6 . 3 . 1 . 3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6 . 3 . 1 . 3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 

0 : \Foi a \F OIA _L IBRARY\Case_Creat e _Refe re nces\ C ase_ C reate_T empl ateLet t ers 

6 . 3 . 1 . 3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” send the case to Unit Chief and send an email 
to your supervisor. 
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6 . 3 . 1 . 3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6 . 3 . 1 . 3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” at 
the top of the file request. 

6 . 3 . 1 . 3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 

6.3.2 Type 

Type * 

| Privacy Act Request 
i Referral FOIA Request 
| Referral Privacy Act j 

| Pri vacy Act Amendment j 

| Referral PA Amendment j 

Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 



6.3.3 Source 



Attorney 

Commercial 

Edo cat! cn/Scie nt if sc 

Foreign: Government 

News Media 

Others 

i Representative 


■lllllllll* 

i White House/ Congressi: 

anal K" 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 

• Commercial 
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• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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6.3.4 Category 
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There are 30 different categories of requests. However, the most commonly used 
ones are: 


6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 1951 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 1951 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 
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6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section “What track is my case? ” that follows.) 

6.3.4.3 Personnel - The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC, FOIASIG. Click “Reassign Office.” Send the case to Unit 
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Chief. A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly. If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC, FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1, 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 

The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, create it as OTHER then 
do the following: 

a. Create the case. 

b. Do not staff for any records and do not prepare an 
acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a 
possible Genealogy 

d. Send an email to the designated person who handles genealogy 
cases (currently Donna Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a 
genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case 
Create to send an acknowledgment letter and staff for records. 
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If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 


6.3.5 


Bureau 


Bureau 


CIS 

V: 

CBP 


UciT^ 

mm 


The three possible selections for Bureau are: 


ICE - Please select ICE if you are staffing to any ICE location, for example 
OPLA, DRO or SAC. There may be other ICE locations, and if you are 
unsure, please consult your supervisor. 


CIS - Used for all other categories. This is the default in FIPS. 


CBP - Please select CBP if the request pertains specifically to documents 
relating to the Border Patrol, incident reports relating to apprehension, entry 
without inspection (EWI), smuggled humans, mobile patrol group, voluntary 
return, repatriation, checkpoints, entry/exit information, inspection, Port of 
Entry (POE), legacy customs or legacy inspections. Key words that you could 
see on a request relating to CBP are inspection, Port of Entry, Bridge of the 
Americas, Friendship Bridge, and smuggled goods. Note: If request is for 
entry/exit information and the reauester/suhiect provided an alien 
number, request the file. 


6. 3. 6 Is there a request for expedited treatment? 

Expedited: Not Requested HH 

; Requested 

! Granted : 

| Denied ; 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 
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or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

6.3.6.1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case. You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new information, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 

6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor’s decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed, either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation. If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases. 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
“Denied” in the drop-down box, create the Expedited Denial Letter, and then create the 
case as normal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select “Requested” and send the request to Unit Chief. E- 
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select “Granted” in the 
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Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

6.3.6.5 If you have made a determination to deny, or if the supervisor has indicated 
denial, you must select “Denied” in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 


Successfully generated letter Expedited: Treatment FOIA Denial 
Click on OK to continue. 


!QK 


A dialog box will pop up. Select “Save”: 
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A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 


6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then leave the 
Expedited drop-down box as “Not Requested” and send the case to Up-front Approver . 
Because we are not generating a letter regarding expedited treatment denial or grant, and 
because it would cause erroneous reporting of Expedited Treatment Requests, you must 
leave it as “Not Requested.” 
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6.3.7 


Is there a request for fee waiver? 


Fee Waiver 


I Not Requested v 

I Requested 
i Granted 
i Denied 


The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 


A requester must meet two requirements in order for USCIS to grant a fee waiver: 


1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and Fee Waivers.” 


Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. You may determine to deny based upon the two 
criteria listed above. If you do so, you must select “Denied” in the Fee Waiver drop- 
down box on the FIPS worksheet. Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 


6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

O:\FoiaWOIAJJBRARY\C a se J2 reate Referenc es XCase J Yeate^Template^LettersWee... 
Waiver( denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 


6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then leave the Fee Waiver drop- 
down box as “Not Requested” and send the case to Up-front Approver . Because we are 
not generating a letter regarding Fee Waiver denial or grant, and because it would cause 
erroneous reporting of Fee Waiver Requests, you must leave it as “Not Requested.” 


6.3.8 


Print to CD 

El Print To CD 
□ PA Cited 


In Litigation 


E In Circular Search: 


Delinquent 


In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING “PRINT TO CD” 


6.3.8. 1 Leave the “Print to CD box” checked on all new case creates, unless the 
mailing address of requester is to a correctional facility or unless the requester 
specified paper in the initial request letter. 


6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with “This office will 
be providing your records on a Compact Disc (CD)” 
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6 . 3 . 8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6 . 3 . 8.5 If a requester specifically asks for their records on paper, uncheck the “Print to 
CD” box and create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing the 
responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a Compact Disc 
(CD)” 

6. 3. 9 Is this a delinquent requester? 

□ Print To C D 

□ PA Cited 

jCljl 

:....! In Litigation 

□ In Circular S earch 
U Delinquent! 


The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan 

123 Drive 

Lees Summit MO 64 OS 6 


(816)^555-5555 

sagelvahoo.com Cc ' p >' to Sub i ect 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 




Sage Morgan OH.tfvQU:: 

123 Drive 

Lees Summit MO 64086 


Iquery] : 


(816) 555-5555 
sageiy3hoo,com c ' 3pv; 


The query results appear in a separate window. 
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Query Results 



If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6 . 3 . 9. 1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, FIPSPROBLEM and NRC, FOIAPROGRAM. In the 
body of the e-mail, include the name of the delinquent requester and the delinquent case 
number(s). 

6 . 3 . 9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 

Contents illllllllix Discussions Case Actions 


tesii; 

Create Case Not Started: 

SeardiQ>F Duplicate Cases Not Started 


When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 
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6.3.9 A If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 

If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


: Records Lqc3tq«; J: Case Fro cesser _ J| — Cass Approver ji _ Unit Chief j] _ iJp-fVcotfpprc'Ver jf£end| _ Reassign Office 1[ „ I- to Research _ jr Dsjste*}' A/opeD ns«t 


Before you move to another part of the case create process, click: 


have 


tr 


6.4 SEARCH FOR DUPLICATE CASES 


Before you begin filling in the worksheet, you should look for duplicates. Duplicate cases are 
cases in which the request was submitted multiple times to the Service, or was inadvertently 
scanned into FIPS multiple times, or are cases that we previously processed. 


Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 
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This does not include instances in which the requester has faxed the request and then mailed it. 

If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Do not create 
such a case. Click “Send to Research.” That case will go to the research queue and you will be 
ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the requester did not provide an alien number, you may search 
by the subject’s last name and first name, or even by the requester’s last name and first name. 
You may use a percent sign (%) as a wild-card for these searches. For example, if the 
requester’s name is Jaime Vazquez, but you see he also has spelled his name Vasquez - you can 
search by Subject Last Name “Va%” and Subject First Name “Jaime.” 
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Ordinarily, you will get a blank result. 


Processing 


Control Scanned Requester's Requester' 5 Las? First Middle T opfc a Status Category FrnaS In 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 




Sfijsrf 
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2 of 2 65. 7% 'w-m 1 

If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 


\M Ca$$3£0 Home 


fJPS vUO T nmim build 06 *• w Oik fymwz \ 
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m&Hwm 

<0 |oj NRC2M3038304 5/2S/20Z0 6:00:00 AM 

[set c m <±j0cm to orkrd eWI 

■. “ “ ■. ‘. V * V ^ vmyiwiwwiywwi^^ » y » >w i v wiyiwrt' 1 . 

j Complete . j{ Search Ageilo ] 


Do not click “Create Case.” Click “Send to Research.” You will then be ready for your next 
case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

3. The requester is the same, and 

4. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Do not click “Create Case.” Click “Send to Research.” 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 


Contents 

Discussions Case Actions 

: : IflSK 

Slfl lu 

Search For Duofcate Gas 

eg! Not Started 

Create Additional Cases 

Q Not Started 

Create File Request 

Not Started 

Acknowledgement Letter 

Not Started 

Final Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank. Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 
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(b)(6) 


To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 


■Case Info 



SCitahed 

Last Name 

First Name 

LasCName 

First Middle 

Name Name 

p/9/2002 6:00:00 AM 

Johnson Esq Laurence 

Nalubwama 

Teopista 

1.0/31/2002 6:00:00 AM Steel Esq 

Richard 

Shin 

Lin Soak 

5/3/2010 1:34:12 PM 

Site) 

Sam 

Sit el 

Rick 

5/3/2010 1:34 : 12 PM 

Sit el 

Sam 

Sitel 

Rick 

5/4/2010 1:22:47 PM 

Site) 

Sam 

Site! 

RoxAnne 

5/6/2010 3:02:43. PM 

Richards 

Tim 

Richards 

V M Rae 


[ Search Complete j I Search Again j 


A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

iSillllifej. Processing 


Copied 1 documents without redactions. 


The responsive records now appear in the Contents List of the new case: 


: Tasks 


Discussions 


Case Actions 


Document Type Pages Status Resp iJmt A-Numitar Bata 

yTj ReApor/cA a R ecor/N ; ; ; ; at; a a; ; !aa ; ; ; ; Scenped/; ; ; >KMi ; ; a a a a a ; a a A : 2nA20i7 3>2A: 22 pm ;; 

|pj Request Letter ^ 1 1 Scanned 8/20/20 TO 4:04:4! PM 


7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U. S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 


Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 

7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No consent is necessary from the minor child or the 
person judicially determined to be incompetent, however the parent/guardian must provide his or 
her own verification of identity that is notarized or signed under penalty of perjury [6 C.F.R. § 
5.21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 


7.2 Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

If the requester did not provide all four required pieces of information, please select “Final 
Action Letter” from the Tasks tab, select “FC” from the final action codes list, and paste in the 
body of the “Unperfected Request Letter” which you may find in the Case Create Template 
Letters folder of the FOIA Library. 

A requester who provides full name, current address and alien number only has not provided 
sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature) . 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of peijury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
peijury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-361, Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of peijury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of peijury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of peijury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 
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Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or permitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that the foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, please select “Final Action 
Letter” from the Tasks tab, select “FC” from the final action codes list, and paste in the body of 
the “Unperfected Request Letter” which you may find in the Case Create Template Letters folder 
of the FOIA Library. The exception to this rule is a Third-Party Request (see paragraph 7.4). 


7.3 Reasonable Description of Records being Sought: 

If the requester provided full name, COB, DOB and a notarized signature or signature under 
penalty of perjury but did not provide an alien number or receipt number, you may still request a 
file if there is only one match and there is no other indicator that it may not be the correct subject 
of record. 

An “unperfected request” applies when any of the required elements (full name, DOB, COB, 
notarized signature or signature under penalty of perjury) is missing. In a situation like this, we 
do not have a reasonable description of the records the requester wants. We will close the case 
as an Unperfected Request. 

Since FIPS does not generate an Unperfected Request letter, there are a few extra steps. First, 
please open the Failure to Comply (FC) letter and delete the body after the first paragraph. Next, 
you’ll open the Unperfected Request letter and insert the applicable paragraphs into the FC letter. 
Finally, you’ll send the case to Up-front Approver. You will not request a file. 
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Go to the “Tasks” tab and select “Final Action Letter” 


Contents Discussions Case Actions 


'Tasfc :: ' ::v ^ 

States 

Search For Duplicate Cases 

Not Started 

Create Additional Cases 

Not Started 

Create File Request 

Not Started 

Acknowl e d gem e nt Letts r 

Not Started 

Final Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn: Index Letter 

Not Started 




After selecting “Final Action Letter,” the Final Action Letter Options screen will open. The 
Case Info tab displays the Final Action Letter screen. Select “FC: Requestor’s failure to comply” 
from the Final Action Letter list, then click Submit. 


Processing 


Fmaf Action Letter 


i; CR; Completely Reversed 
jj CUrC-om pleteiy Upi>ei d 
j: DP: Duplicate 
j: ERt Crested in- Error 


F ailure to comply 


j; NA:FGIA of. PA not applicable 
i ji PR: Partially Reversed 
jiRMfRemaRd 
ji WO:; Request withdrawn: 




) [Reset j [.Cancel 


Um\ Action Dependent Options 

Records Needed 

: . Insert Clerk- of ’Gourts/N^oriaf Archives paragraph 
. . tn sert women: married to U.5, citi zens paragraph 


Non TOIA Operational Units 


■tt* j 


Our only option at that point is to click OK: 
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IIIllllOIll:&v Processing 

Successfully generated letter Final Action Letter- FC 
.-Click on OK to continue. 
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U.5r Department erf Homeland Security 

P.O. Box648O10 

Lee's Summit, MO 64064- 8010 



^ U.S. Citizensliip 
y and Immigration 
Services 


Dear I Lore ah 


We received your request, for mfoirnation on [date] , relating to [Subj ect] , 

I’he Freedom of Infoimati on Act (F Q IA ) ) 5 U . S . C . § 552, sp ed fies certain requirements for an acc ess 
Request One of these requirements is that the request must be made in accordance with the agency’ s 
|oubli shed F 0 IA re gulati ons . In the Department. of : H omeiand Security (DH S) re gulation, Title d C.F.R. 

§ 5 , 3 Requirements for Making A Request, the pro cedures for requesting access to DHS records are 
Mined. See McDonnell v, U.S, . 4 F.3d 1227. 123b GdCir. 1993Y 

because the records you seek are those of a personal nature, DHS ■ regulations require you to provide 
Consent, from the records subject before a disclosure of re cords can be made. On [Date] we sent 
correspondence requesting you provide us with proper consent. Proper consent is defined under b CFR § 
$.21 as either a notanzed sigiature,a signature signed under penalty of perjury, or proof of death. 
Although you are not required to use foirn G -639 to provide consent, a notarized si gnature in section ?, or 
k signature at. the bottom of section 8 would fulfill this requirement. 

jYour case has been dosed with no ' further action taken. If you wish to pursue this request, please provide 
die information described by the regulation cited above. The requirements for filing a FOIA or PA 
fequest are also available for your convenience on our website at vyvw usci s. gov 


Delete 


Sincerely, 


Jill A. Eggleston 
Director, FO IA Gp eiations 


Go into O:\Foia\FOIA LIBRARY\Case Create References\Case Create ReferencesUJnperfected 
Letter, highlight the 3 paragraphs below and select either “Copy” or “CNTRL C.” You will paste 
these 3 paragraphs into the FC letter. 
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February 2, 201 2 


U.Sr Dqjaniumt of Securit)' 

RO.Bwmm 

Lee's Smnmit, MO 64064-S010 



U.S, Gitizensliip 
and Immigration 
Services 


me 


Dear 


We received your request for infomiation on [date], relating to [subjed's name]:. 

The Freedom of Information Act (FOIA); 5 U. S. C, § 552, specifies certain requirements for an access 
re quest. 0 ne o f these requirements is; that the request, must b e made in accordance with the agency's 
published FOIA regulations. In the Department: of Homeland Security (DHS) regulation, Title 6 C.F.R. § 
5.3 Rgquimmiisjbr Making A Request, the procedures for requesting access to DHS records are 
outlined. See McDonnell v. U.S.. 4 F- 3d 1 227, 1 236 (3d Cir. 1393): 

Because the records you seek are those of a personal nature, DHS 1 regulations require you to provide 
verification of identity and or consent, if applicable, from the records subj ect beforea disclosure of 
information can be made. In accordance with 6 GFR § 5.21 , verification of identity consists of a written 
statement from the records subj ect stating his/her full name, cuirent. address, and date and place of 
birth; Additionally, the written statement must be signed by the records subj ect and the signature must 
either be notarized or signed under penalty of perjury. Althou^i it is not required to use Form G-639 
when submitting a FOIA request,; a notarized signature in section 7, or a signature at the bottom of section 
8 : of this fonn would fulfill the signature requirement. The requested information may also be provided 
on a separate sheet of paper as long as the informati on provided is signed by the records subj ect and the 
si griature i s notarized or si gned under penalty o f perj ury. Simply prodding a c opy of a birth certifi cate, 
driver’ s license, or alien car'd for the records subj ect will not fulfill this requirement. 

Y our case has been closed with no further action taken. If you wish to pursue this request, please provide 
the informati on described by the re gulati on cited ab ove. Tire requirements of filing a FOIA or PA request 
are also available for your convenience on our website at www. uscis.gov. 


Repla ce with 


Sincerely, 



Jill A. Eggleston 
Director, FOIA Operations 


The resulting page will look something like this: 
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In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 
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Click “Open”: 



After this, you send the case to “Up-front Approver.’ 
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Click 




The Up-front Approver will either close the case or return it for further action. 
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7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verijy ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. 

Third party requesters are not entitled to any public documents that may be in the file they are 
seeking, nor documents they provided in support of an application or petition. For example, if a wife 
is looking for a copy of her husband’s file so that she may divorce him, and says in her request letter 
that she does not know where he is or says she cannot get his consent, do not send a request back to 
her for her husband’s consent. In a situation like this, close the case as a Failure to Comply. 

7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 


8. CASE CREATE SITUATIONS/OTHER PROBLEMS 

At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
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supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
(NRC, FIPS P ROBLEM ), or in other situations to the MSB mailbox (NR C , NR C F O IAMSB ) . 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B 1/B2 visa, such as: “Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 


8.3 REQUESTS: Routine use, no consent required, not FOIA 

USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
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order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 


8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 

OA room will mail the request to the following address: 

Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 
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800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only, follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
Joan Brown) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 

Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
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Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


8.7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 

! Records Locator ; ; ; jj Case Processor ; f Case Approver . J[ Unit Chief jj Up-froot approver ; jj Pendj! Reassign Office ; ji Send to Research : j( Delete i' : : ':Vi Open nerif 

Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 
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8.9 REQUESTS: Official Personnel File 


You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 


You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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8.10 REQUESTS: Red Cross / Last known address 
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Requests from the Red Cross or from some other non-govemmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 


8.12 REQUESTS: Return of original documents 

Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


8.13 REQUESTS: Privacy Act Amendment 
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A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 

4. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 


8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 
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8.16 SITUATION: Appeals 


While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 

Office: HR C Change Office 






; H, Pf art Opiums,, 
{ . 


2oS / 7 L f 




Uepartmect efHemetad Security 
IIS, CitizeBsMp Sendees 




NOTE : lisa of this farm m cptfonaL Any miim fonaat for a VmArn of Mfomtaticm t 
STA&T HERE - Ty^ or Read before «ampte$ii 

1* 


Select “Print.” FIPS will then print out all the pages of the request. Get those pages and take 
them to the designated appeals POC (Currently Claire Gage). After you are sure the pages 
printed correctly and you have control of those pages, click “Delete.” This is possibly the only 
time you ever click “Delete.” 


yd: to Research ([ Delete j :.JCpsn next 


8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 
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To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 


8.18 SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please send it to Up-front Approver for 
closure as ER. Send a message to NRC, FOIA PROGRAM; Cameron, Lincoln providing the REQ 
number and information indicating the request was a subpoena or court order. The NRC Program 
Office is currently addressing these requests. Subpoenas or court orders are a high priority. Please 
notify NRC, FOIA PROGRAM as soon as possible. If you aren’t sure, please contact your supervisor 
for guidance on how to proceed. 

8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled Case Sp ecifications, C ateg o r y 4 (Other). 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
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1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 


8.20 SITUATION: Certification of record for dual Italian citizenship 

If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program. Refer to the section entitled 
C a se Specifications, Category 4 (Other). 


If the requester’s relative is deceased, he or she must submit the request to the U S C IS 
Genealogy Program . The web address for more information and instructions for submitting 
their request is USCIS.gov or; 


If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 


This is in response to your request for a certified copy of a relative’s naturalization certificate in 
order to apply for dual Italian citizenship. According to information obtained from the Italian 
Embassy in Washington, D.C., certified copies of naturalization certificates are not required for 
the dual citizenship application. The Italian Embassy requires the naturalization certificate copy 
along with our USCIS cover letter and envelope. The uncertified records that we release as part 
of this FOIA request will serve that purpose. 


8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 
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For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 

NOTE: You may find the complete list of Genealogy criteria in paragraph 6. 3. 4.6. 


Mr. Crab meets one prong of the criteria for genealogy because he was born long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. NFTS may show that the file has been retired and is at a Federal Records 
Center. If that is the case, request the file. If NFTS shows that the a-number has been retired to 
NARA, it means we have turned the records over to NARA permanently. The requester will 
have to send a request to NARA. Please select FINAL ACTION OPTIONS when creating the 
Acknowledgement Letter, select NA and replace the normal Acknowledgement Letter with the 
NARA Historical Record Letter located at 

O:\ Foia \ FO I A_L IBRAR Y \C ase_ Creat e_Ref erence s \Case_C reate_ Temp l at e_L e t ters/Hi st or ical_ 
Record Letter . 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), request the file. 


8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1 892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 


8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
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middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. In cases like this, it is likely that the adoption never 
happened. If that is the case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 

9. REFERRAL AND REDIRECTION 

9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U.S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIPS will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 


113 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 


Updated on 3/2/2012 



Taste 


Discussions 


Case Actions: 


History 


' ' D6irui>ioftiTyi>i& ••••••••••••••• • • • •• w* •^agi&s' ' Status ' ' "R&sp'lMiift" ' ' ^Smiiir " ' WM ' ' 

0 i® Referral Ms mo to CHS Component 4 Editing PER i 2/2/20 10 11:57:35 AM 



r-RF 


ing Documents 


Request Letter 


Editing 

Scanned 

Scanned 


12/2/20 10 1 1 : 57:34 AM 
11/5/20 10 8: 31:: 5 3 AM 
i 1/5/2010 8: Si: 53 AM 


:!!/: Records Locator j[ Case Process or- jj Case Approver ij Und: Chief ]| Up-front Approver | Pend j| Reassign Cmce ••.][• • Send 

http ://z02apcnrc22: 700 l/sonora/forms/CheckInRlestore.jsp?dodd=5061 


Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.” 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
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another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection. Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry/exit information and the requester/subject provided an alien 
number, request the file. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 


9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 


115 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/2/2012 


2148 



9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC. FOIASIG . After that, send the case to 
Unit Chief. 


9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See Entry/Exit CBP information above. 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 


11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the USCIS Connect FOIA Operations 
page (http://connect.uscis.dhs.gov/org/ESD/NRC/Pages/FOIAOperationsDivision.aspx), under 
the tab “Helpful Information” to use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A- number provided on the request (with example staffing) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB and either a notarized signature or a 
signature under penalty of perjury) to complete the case create. If any of the required elements 
are missing, close the case as an Unperfected request. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 


12.1.1.1 Open NFTS 
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12.1.1.2 Submit your location 



119 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/2/2012 


2152 



12.1.1.3 Select “Inquiry” 
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12.1.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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12.1.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 



12.1.1.6 “Blued in” information 

• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

• Comments may be important because a File Control Office may not be able to change a 
file location to “LOST” in NFTS. When that happens, the records person at the FCO will 
notate in Comments that the file is lost. If that is the situation, please refer to the Lost File 
Flowchart in Appendix H of this guide. 
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12.1.1.7 The USCIS Connect FOIA Operations Division Intranet Page 


Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the RPC Reference for Staffing. 


Freedom of Information Act f FOIA) Opera tions Division 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That’s important for staffing. 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
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12.1.1.10 Figuring out a Staffing Scenario 

The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 






ilijligl i ;i | 

File Edit; GoTo ; Favorites Help 



; ’ V ix-.i 

: : b; ; •• Search ; yy; -awntes d r 4. 

fill s s iyil^ 

CIS Home sidisp Diet; 

Scogle :^Tirre . : gi Translate ' 


http://ors.USCiS.dhs.gov/hrc45df/Case-Create-Guide.pdf 


|g:Gcr ; 

I : Save ; a Copy ArC •:$ Search :: lIRSeietf •; •ft’ :.V • v V 

;i00% > :.if :■ ::*V i: U b • \'X<\ 





► 

•C A Search IW 5 Hide } i 






\ 5 i i : : STAFFING SCENARIOS ICE FILES 


DRO : 




T otal instances found : 2 

;U>-: * •: There are currently live different types of stallings for files located witkn the ICE 

9 : 

j: g, jij •: /function, The N'FTS screen print should be pasted to the second page of the staffing 

Sft ! Islew Search . ] ; 

ji°- : \ lertei 




M: i: : : OPLA - Staffing sheets ais to be used feu files that are located in the followijjg office 


dd: d \ sections. Choose the FCO where the file is located, such as OPLA-BOS ; ' ■ . 





Results: i 


Office Section 

Acionvtn 


kr OPLA/DRO/ SAC) CIS - Used for all c /. 



Trial Attorney's Office ; 

TA 


V the drop down box to select the offic 



; Chief Counsel 



■m mmmmmmm 



Litigation 

LI or LIT 


yy as DRO-DEN. Office Section Acronym 



Legal Section 

LS 


DET, DRO, DDSP Criminal Alien Progi 



District Counsel 

DC : ^ 








W action drop down menu, FIPS will at. 






on drop-down menu titled 'Referred 


gN;: \ 




•••/ the drop-down menu for "Category. 1 


||$ j 

- Staffing sheets are to be used for files that are located in r he loll owing office ; ; ; 



jcTf sections, tlioose the FCO where the file is 

located, such as DRO-DEN , 




Office Section 

Acroitvin 





Detention &: Removal 

: DENTENT. D&R. DET. DRO. DD&P 





Criminal Alien Program 

CAP 




:::::::::::::::::::::::::::::::: 

Deportation Officer. Assisrmit/Cierk 

' DO. SDDO ^ ' ' 




If:! 

Control Spec. 





$W. 

Immigration Enforcement. 

IEA 




1% S : : : : 

Field District Office 

■ FOI (Washington DC) i'DRO-WAS) ■ / 




fy-'i 

Admin Froarar.t Office / 





§ ft : : : : 

; | :::::::::::::::::::::::::::::::: 

Nou-Dermned or Detained // 





1 ::::::::: 

0 :/: :::::::::::::::::::::::::::::::: 

Ftoce^ing Center 

OC -Otero bounty 



Detention Facility name 

le . . Cray Mesa. Kiome : : 




m 

: : : 





v. OffiS ;i ward Jti VX; curr>xd FP; . 




I-::::-::::;::-; v 



: 88 of 162 

y Vi •/> ::: : x •••:: 


bone 



: Unknown Zone .i 


126 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/2/2012 


2159 



12.1.1.11 Generate the file request 


Go to the “Tasks” tab and click on “Create File Request. 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. 
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12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.1.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
(Check Out)” 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.1.1.15 Save changes and check it back in 
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After this, send the case to “Pend.” 


12.1.2 Two or more A-numbers 


Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 

“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S : \ Record O ps Wiles 
to Comolidate. xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-files/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Staffing Scenarios - Receipt Fites for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). For receipt files at HBG. use the 
NON-FOIA HBG file request . Do not request DIG T-files at HBG with RPC codes XX, XV. 
ZG. ZY, or ZZ . Refer to the Staffing Sheet Guide for the most current information. 


12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 


12.7 Staffing Scenarios 
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12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF fde request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF AC S/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T- 
files. MSB will know the file is digitized because you have staffed using an RDF file 
request. This also applies to Retired files that have been digitized. Do not use the retired screen 
on Retired digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 

NR.C.” 

12. 7.2 Files Lost or Not Found LESS THAN NINE MONTHS 


Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED END:” 


If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 
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When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: file request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 
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Dear Dennis; Toffiee: 


We received your request for information relating to Gloria Diaz Hernandez on December 06, 2010. 

Your request is being handled under the provisions of the Freedom of Information Act (5 USX 1 . § 552) 

It has been assigned the following control number. NRC2010000S08. Please cite tins number in ail future 
cor r espond ern e about your request 

We respond to requests on a tirst-m. fir st- out basis and on a multi-tr ack system. Your r equest has been 
placed in the complex track (Track 2) You may vsisli to narrow your request to a specific document in 
order to be eligible for the faster track To do so, please send a written request, identifying the specific 
document sought, to the address above. We will notify you if your request is placed in the simple hack. 

In accordance with Department of Homeland Security Regulations (6 C F.R. 5 5.3(c)), your request is 
deemed to constitute an agreement to pay any fees that may be char geable up to $25.00, Fees may be 
charged for searching for records sought at the respective clerical, professional and/or managerial rates of 
$4.00'$7.00/$10. 25 per quarter hour*, and tor duplication of copies at the rate of $ 10 per copy. The first 
100 copies arid two hours of search time are not char ged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees. Most requests do not require any 
fees; however., if fees in excess of $25,00 are required, we will notify' you beforehand. 

Tins office will be providing your records on a Compact Disc (CD) for use on your personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software A veision of Adobe 
Acrobat will be included on the CI> Your records can be viewed on your computer screen and can be 
punted onto paper Only record# 15 pages or more are eligible for CD printing. To request your 
responsive records on paper, please include your control number and write to the above address Attention. 
FOIA PA Officer, or fax them to (816) 350-57.85. 

Based on the information you provided in your request, we conducted a search of our records locator 
index system Tins: initial search indicated that the requested r ecord is lost or missing. As a result, we 
have asked the Records office to initiate a lost/imssing file sear ch. Tins process takes an unknown amount 
of time; therefore, we request your understanding and patience. Once the file is found, we will pr ocess 
and provide it to you. If the file cannot be found, we will notify you of our findings, 

USCTS no longer collects Social Security Numbers in connection with FOIA or PA requests When 
forwarding to us any' documents related to your request, please ensure any Social Security Numbers on 
the documents are blanked out or removed. 
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When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 

12. 7.3 Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note; this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

12.7.3. 1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12.7.3.9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
PCQS, 

c. and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: A- 
file has been lost for more than 9 months and no other records 
exist. Closing as UT. Detail all systems searched as part of this 
Discussion. 

12.7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Otherwise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” create a 
Discussion with the subject “Unit Chief’ listing the date the file was staffed, the date the 
request was cancelled, and the date the file status was changed to lost. Send the case to 
Unit Chief. You’re done. 

12.7.3.4 If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” 
please move to the next step now. Otherwise, if there is a 9101 screen containing “EARM- 
X” “DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

12.7.3.5 Create a Final Action Letter and select the status UT. In the final action 
letter, after the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including screen prints 
of the electronic record.” Go to the next step. 

12.7.3.6 In the UT final action letter, attach the screen prints to the letter 
electronically (cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to Up-front Approver. You’re done, unless the case is later 
returned to you for further research. 

12.7.3.7 The Up-front Approver will review the UT letter with the inserted screen 
prints. If he or she is satisfied that a thorough search was conducted, the approver will 
forward the case to FOIA Approver. If the approver is not satisfied with the search results, 
he or she will return it to you for further research. 

12.7.3.8 The FOIA Approver will review the research and either close the case or 
return it for further action. If the case is approved, the FOIA Approver will close the case. 
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12.7 3 9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
including NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for 
the following additional files: XXXXXXX, XXXXXXX, XXXXXXX. 
Once they are received, please review. Please also verify that the 
original a-file is still lost. If the original a-file has been consolidated in 
fact but not in the systems, please process and send your case to 
approver. Also send an e-mail to the MSB for resolution. Include both 
a-numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a-file is 
lost. Your case will close as a PD even if no redactions are made. 
Thank you. 


12.7.3.10 Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. AnyT-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.7.4 Staffing FAQ’s 


Q: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

Q: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

0: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 


12.7.5 Records Indexing /Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 

■ Naturalization dates 

which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NOJIECORDS. It is important that you provide as much information as 
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possible on the Records Indexing file request. The name of the subject, year of birth and 
country of birth are required information. You should use the latest version of 
records_indexer.doc, which you may find in O:\Foia\FOIA LIBRARY\Case Create 
References\Case Create Template Letters. A sample records_indexer.doc follows: 
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FOIA/PA RECORDS SERVICES BRANCH 


CO#: 

DATE: 

*Name: 

*DOB: 

Alias: 

COB: 

A#: 

DOE: 

C#: 

POE: 

Natz Date: 

Visa File#: 


Other Info: 


* Required Fields 

^ FOIA personnel checked CIS, CLAIMS and PCQS and located no Records. 


All Files 
□ Alien File 
O Certify True Copy 


FOIA/PA RECORDS ACTION REQUESTED 

□ C-File □ AR-Print 

Q Visa File Q Non-Existence of Record 

□ 


FOIA Remarks: 


RECORDS 


SYSTEMS CHECKED 


Searcher: 


□ FLEX □ MiDAS □ MI 

□ CIS □ EARMS □ NIIS 

□ CLAIMS □ NIDC □ Other 


Search Section Receipt Date: 

I certify that this office conducted a thorough search of Index Systems and no record of the subject was found. 


Signature 


Date 


Alien Files/ Naturalization Files Section Receipt Date: 

I certify that this office conducted a thorough search in the Alien Files/Naturalization Section and no record of the 
subject was found. 


Signature 


Date 


Records Remarks: 
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TO RECAP RECORDS INDEXING: If the subject has had no business with the service 
since 1975 or earlier, they may or may not have a CIS record. If they do not, then staff to 
records indexing. If the subject has had business from 1976 forward, do not staff to 
records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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File Edit Session Transfer Program Options Window Help 


/Ult 

■3 


it! 


Cl MS E A 
COMMAND: 


I MMI CHAT I ON AND NATURAL! ZATI ON SERVI CE 
CENTRAL I NDEX SYSTEM - SEARCH MENU 


04/09/08 
09: 0/: 01 


A#: 000000000 


DOS: 00000000 


|01j ID #: 


j A/AA/AB/C/DA/DL/FB/FP/I /PP/SS/TD) 


OTHER MENU SELECTIONS 


1 02! SOUNDS- LI RE NAME 

1031 EXACT NAME 

1 04) AXA (ALIAS) NAME 

(OS! LAF S EXACT NAME 

(061 SOUNDS- LI KE NAME VI TH DOB 


(11! MANUAL SEARCH REQUEST (MR! 

(12j MANUAL SEARCH RESPONSE (SR! 

(15! ON-LINE A- NUMBER REPORT REQUEST 


( 92! DATA Dl SPLAY MENU 
( 931 ADD TRANSACTI ONS MENU 
( 94! RECORD MAI NT E NANCE MENU 
( 95! FI LE TRANSFER SUBSYSTEM 


SELECT TRANSACTI ON 


CLEAR EXIT 


ER. PRESS ENTER. FOR I D # SEARCH, XEY THE 
PREFIX AND THE I D # (EC, A1 2345 6789! ■ 


PF5 HELP 


PF6 Cl S 


HIJH OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary/applicant (3) AND as petitioner 
(6). - 
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( 5 1 File Edit Session Transfer Program Options Window Help 



FSXMI MNl 


/UU 

■3 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSI NC MENU 


SELECT AND COMPLETE ONE LI NE 


RECEI PT 




04/03/2006 
03: 10 
NRC2730A 


[SELECTIONS B E L 01 FOR APPLICATIONS AND PETITIONS ONLY) 


2, USER I D: 

3, BENEFICIARY/APPLICANT 
NAME (LAST!: 

Bl RTH DATE: 

4, A NUMBER: A 


[ MMDDCCYY! 


[ MMDDCCYY) 


| FI RST) 


REFERENCE 


S. PETITIONER 
NAME (LAST): 


PF3 PF6 

CANCEL MAI N M 
3 2 7 0 


! FI RST] 


P F 9 PF1G PF11 

LOGOFF REMOTE ACT UPD BY CODE 


PF 1 2 

ACT UPD BY RCP1 


HIJH OVR 


When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR. 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 


12.7.7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.7.8 ICE files 

There are currently five different types of staffmgs for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 


Office Section 

Acronym 

Investigations 

INV, IV 
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Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 


A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS. Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
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example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


12.7.12 Receipt files 

) 12.7.12.1 Do not request receipt files from any offices other than one of the five Service 

Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN) For example, 

| |, etc., are not receipt files we 

can request. 


12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and PCQS. 


Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS. print any PCQS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the 
“Customize Letter” button selected. Attach a “Scan As” cover sheet to the screen 
prints, mark the box “Responsive Records” and take to person designated to scan 
RAFACS-onlv responsive records. Pend the case. 

12.7.12.4 As a matter of last resort, if there is neither information about the receipt file in 

NFTS nor PCQS and you have called National Visa Center and determined NYC does 

not have the receipt, you should staff to the owner of the receipt file and paste in the 
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CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand corner. The CLAIMS screen will show “owned by.” 


12.7.13 Archived receipts 


3} Fite Edit Session Transfer Program Options Window Help 
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RECEIPT NUMBER 


MAS BEEN ARCHIVED 


TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT 'Y' BELOW 


GENERATE REPORT - (Y)ES OR (N)0: 


HUM 15 VR 


This screenshot shows a receipt that has been archived. 

If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to request the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the USCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 
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3. You may call the NVC automated help line at 603 - 334-0700 and enter 
the receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions in Paragraph 
12.7. 14, Receipt files; Lost receipt file, File destroyed or File cannot 

locate. 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDJ” or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes, call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 


12. 7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS {not RAFACS/CIS) staffing slot only. The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 
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After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on “Reassign Office” 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC, FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC-Di rector.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER.” Please refer to REQUESTS: Return 
of original documents . 
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You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 


Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


16. EC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

O:\ Foia\FO IA LIBRARY\Case Create R e fer e nce s \C a s e Crea t e T e mp lat e Le tte rs\Fa i l u r e to , 
Comply Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


17. MARKING A DOCUMENT “DO NOT SEND” 


From time to time, there will be an instance when we should not mail a system-generated 
letter. Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/m emo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 

We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 


' ; W Case360 Home 


FIPS v 7 .0 Training build 06 " work Queries 

Processing Fee information 

Successfully generated letter Acknowledgement Letter-FQLA. 

I: Click cm OK to continue. 


' Actions 


Standalone Search 


•OK! 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 


19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 

20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail from 
the OA room and in the basket located next to the copier in the shared workroom each day. They 
are also responsible for sorting and working the mail. Individual team members expecting a fax 
should notify his or her supervisor or retrieve the fax. If the case has been created, insert a 
Discussion (Scan in fax and notify [me] when the fax has been scanned). If the fax needs to be 
scanned in before reviewing, the FOIA/PA Assistants can scan it in and notify you. They may 
also deliver the fax or mail if needed. 

22. TROUBLESHOOTING WORK TO THE OA ROOM 

When taking new requests, requester documentation, CSD’s or responsive records to the OA 
room, completely fill out the “Scan As” sheet with the appropriate information and place the 
documents in the correct bin. Don’t forget to provide your initials and the date. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 

23.1 THE OA ROOM ( NRC, FOIAOA) 

Send e-mails to the OA Room when: 
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• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• Whenever a requester’s address changes, the records need to be re-printed and re-mailed 
to the requester. You need to state in your instructions to the OA room that you’ve made 
the changes to the address in the final action letter. Correct the address on the final action 
letter and the FIPS database. State that you’ve changed the address in a Discussion. 

Don’t forget to add a Discussion to the original case. 

23.2 MSB (NRC, NRCFOIAMSB ) 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 

of the case, and specific instructions relating to the case. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

\/WWWSJVWVWWWWWJSWWWWS^^ 

Send e-mails to the FIPS Problem and Program mailboxes, your supervisor and Tracy Bellisime: 

• If errors are encountered in the case 

• If responsive records need to be copied from one case to another 

• If records are incorrectly scanned in a case and need to be removed 
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All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 

23 .4 FOIA FILE REQUEST ( NRC, FOIAFILEREO ) 


Send e-mails to FOIA File Request if you discover A file sitting on a shelf and it has not been 
scanned in to the case. Include the control number and the A-number in these e-mails. 

24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


25. MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


25.1 RETURNED MAIL: 


25. 1. 1 Interim Interest Letters 


Returned Interim Interest Letters are scanned as Requester Docs. 


Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 


Do not use forwarding addresses provided by US Postal Service. 


The Research Queue will note each case with action taken for each piece of returned 
mail. Notes are to be complete and concise. They should include the reason the letter 
was returned and the action taken. 

Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 
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25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on 
“Save” to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 

25. 1.3 Final Action Letters 

Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 
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A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records after 90 days. 

B. If another address is found in the CSDs: 

1 . Research will send an email to OA to reprint. OA will update FIPS and the final action 
letter, reprint letter, and label and resend. Scan original letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and envelope, then re-mail. Attach the copy of the CD to the 
original CD mailer and give to the OA Supervisor. File photocopy and keep for 90 days. 
Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Make a photocopy and shred the CD. 

2. If another address is found in the CSD’s: 

a. Make a copy of the CD and returned envelope. 
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b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor 
are the only ones who see this paperwork. 


25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Scan all direct mail as Case Supporting 
Documents. Direct mail could consist of, but not limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of FOIA/PA Request) 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 

• Correspondence about delinquent payments (including checks) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 

Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 
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25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the FOIA/PA Assistant supervisor. A supervisor must review the 
correspondence and make a determination. We must address within 10 days in writing 
our response to the expedited or Track 3 processing request, whether we grant or deny. 
FOIA/PA Assistants assigned to mail will place the mail in the Track 3 or Expedited 
Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 


25.2.2 Requester documentation / additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
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FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
someone mails in a request asking for more time to return the requester docs, and before 
the case closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LffiRARY\Case Create ReferencesYTemplate Letters\FC Letter. 


25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address 
(also send an email to OA): 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
(www.uscis.gov) . 



enter the receipt number in the “Case Status” box on the top left. 


The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 

If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 
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If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. Change the 
information on the letter that shows the status of the case, replacing it with the results 
from the online status check before you close and save. Use the latest Status Letter from 
0 :\Foia\FOIA_LIBRARYCase_Create_Refereiices\Case_Create_Template_Letters . 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 


26. BLANK TAPES/CD s 

If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 
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27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. 
below. If you feel that you have a true congressional request or appeal, control the case, put the 
case in Unit Chief and e-mail your supervisor the control number. A supervisor will either send 
the case to SIG or return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohmell the 
control number. 


29. INCORRECT PAGE COUNTS: 

The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 

1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 
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4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 


32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 

• Requester docs have been received 

• Requester writes to request the record on paper 
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• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. 1 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.2 Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action on 
the case. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests and re-staffing due to age affects the 
aging reports and makes it impossible to track these pending cases properly. Please continue 
to repend these cases as necessary. 

32.5 If the A file has been scanned in and we are waiting on a T-file, review T-file staffings in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send the 
case to the processor. 

32.6 If the A-file has been scanned in, but there is an open pending slot for a T-file: Review 
“T” file history in NFTS. If the “T” file has been consolidated /combined with the A-file, 
check the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 

32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32.7.1 Check all offices for duplicate cases in FIPS using the alien number. 

32.7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 
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32.7.3 If you find a duplicate case, put a Discussion in both cases and advise NRC, 
FIPSPROBLEM mailbox with an e-mail and re-pend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other documentation box. 
Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References\Case Create Template Letters\Requester 
Docs Attachment). Check the boxes required and pend the case for Requester Documentation. 
If the processor is asking for information that is already present in the scanned documents, put 
in a Discussion asking for clarification on what the processor is requesting. You may also 
have to point them to the slot where the information is currently contained. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PH provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create Template 
Letters\Failure to Comply Letter. Send the case to approver when you are finished. 

32.12 Deleted. 

32.13 If a request for consent is returned but the requester says he or she is a third party 
requester, (they have no relationship to the subject of the record and cannot or will not get 
consent) close it as an Unperfected Request. 

32. 14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some 
investigative work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request the correct file. You must then 
send an e-mail to NRC, FIPS Problem mailbox and ask that the wrong records be removed. 
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32.14.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, please close this as an FC with the Unperfected Request Letter which can 
be found at O:\Foia\FOIA LIBRARY\Case Create References\Case Create 
References\Unperfected Letter. 

32.14.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible that the 
scanning contractor has scanned the wrong file into this case. Here are the steps to follow if 
you believe this may have happened: 

32.14.3.1 Look for a pending case for the records that were scanned into 
your case. 

32. 14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32. 14.3.3 If they have not, you’ll need to have the records moved from 
your case over to the correct case. You will have to have the slots in your 
case reset to pending by the NRC, FIPS Problem mailbox. 


32.14.3.4 If the pending case already has records scanned in, review those 
records. 

32. 14.3 .4. 1 Are they the correct records for that case? If so, then you will 
need to verify that they are a duplicate of the ones in your case. 

32. 14.3.4.2 If they are duplicates, then you do not have to do anything 
with that case. 

32. 14.3.4.3 You will need to have the wrong records removed from the 
staffing response and responsive records slots in your case. Send an e-mail 
to the NRC, FIPS Problem mailbox. 

32.14.3.5 If you pull a case in Records Locator queue and there is a 

Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 

32.14.3.5.1 The request must be over six months old before we 
send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 
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32. 14.3.5.2 If the interim interest letter is returned saying the 
subject is no longer in custody and we do not have another address 
for the subject, you can close the case FC. Do not close out the 
case FC without the returned mail. 

32.14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 

32.14.3.6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32. 14.3.6. 1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose “RD” and select “NVC” 
from the drop-down box. Save the document and check it in. 

Send the case to Up-front Approver. 

32. 14.3.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to Recei pt fi l es; L ost receipt file. File destroyed 
or File cannot locate . 

32. 14.3.6.3 If the receipt file has been rejected by the service, 
there are no records to retrieve. Close out as No Record, with an 
explanation of rejected receipt files. 


33. REPENDING IN RECORDS LOCATOR QUEUE 


33.1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 


33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 
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33.2.2 If that file has moved from the original staffing location and is now in transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or restaff to RAF ACS/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 


33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the NRC case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffings for files, then 
e-mail NRC, FO I AFILEREQ to research and to have the file scanned in if necessary. 


34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34. 1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 

34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 

34.3 The requester has a Track 2 case and provides the required documentation to change 
their request to a Track 3. Prepare a status letter and advise the requester that their case is 
now in Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. After you have changed the track, send an e-mail to NRC, FIPSPROBLEM, copy NRC, 
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FOIA PROGRAM, your supervisor and Tracy Bellisime. The e-mail should include the case 
number and the action you took. 


35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC, FIPSPROBLEM mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 

- The number of pages scanned in. 

Send the case to Unit Chief/ Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 

Lost File 


36. Deleted 

Cas es r e c e iv e d in R e cords Locator qu e u e that n ee d acknowl e dg e m e nt l e tt e rs must b e r e assign e d 
to a Troubl e shoot e r in th e Cas e Cr e at e rol e . Pl e as e contact a sup e rvisor with th e NRC Control 
Numb e r and ask that th e cas e b e r e assign e d to you in th e Cas e Cr e at e rol e . 


37. RE-STAFFING 
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• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 

39. IN TRANSIT FILES 

If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 


40. MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 

41. MSB DIRECTED PROJECTS 

Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIA Fax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786,5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www . uscis.g o v 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 

FOIA Appeals Office 

150 Space Center Loop, Suite 500 

Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Ciudad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 
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LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL - Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 
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SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI - Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG - Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV- Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 


www.uscis.gov 


Title 

Form Number 

Chanqe of Address 

AR-11 

Alien's Chanqe of Address Card 

AR-11SR 

Genealoqy Index Search Request 

G-1041 

Genealoqv Records Request 

G-1041A 

Notice of Entry of Appearance as Attorney or Representative 

G-28 

Bioqraphic Information 

G-325 

Bioqraphic Information 

G-325A 

Bioqraphic Information 

G-325B 

Bioqraphic Information 

G-325C 

Freedom of Information Act/Privacy Act Request 

G-639 

Verification Request (Non-SAVE aqencies) 

G-845 

Document Verification Request Supplement 

G-845 Supplement 

Document Verification Request (SAVE Aqencies) 

G-845S 

Return of Oriqinal Documents 

G-884 

Application for Replacement/Initial Nonimmiqrant Arrival-Departure Document 

1-102 

Petition for a Nonimmiqrant Worker 

1-129 

Petition for Alien Fiance(e) 

1-1 29F 

Nonimmiqrant Petition Based on Blanket L Petition 

1-1 29S 
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Title 


Form Number 


P^jQQforA[ 

Application for Travel Document 

Affidavit of .Support 

Immigrant Petition for Alien Worker 

Ap.pJjcatign_fo£Ad^ Permjssjpn to.ReturnJo 

Application for Advance Permission to Enter as a Non-Immigrant 

Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppjjcatjpn i for Removal 

Notice of Appeal or Motion 

PeMQnlQr.Ame_ras^ 

Affidavit of Financial Support and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Request to„Enfqrc^ of 

for P.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


-130 

-131 

-134 

-140 

-191 

-192 

-193 

-212 

-243 

-290B 

-360 

-361 

-363 

-485 

-485 Supplement A 
-485 Supplement C 
-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
INA) 


Waiver of Rights, Priveleges, Exemptions, and Immunities I-508F 
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Title 


Form Number 


j-QCPjgr-gnt-E^ 


Application To Extend/Change Nonimmigrant Status 


EQLPerspns seekjn£V_n_onjm^ 
status. 


Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
PLQhange/Adjust^ 


Application for Asylum and Withholding of Removal 


Petition to Classify Orphan as an Immediate Relative 


Application for Advance Processing of Orphan Petition 


Application for Waiver of Ground of Inadmissibility 


Ap plication B y Refugee For Waiver of Grounds of Excludability 


Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
thejmmigration and„Nationality 


Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 


Application for Status as a Temporary Resident Under Section 245A of the Immigration 
3n.lM3tion3jj]y.Act 


Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 210 of the 
Immigration and Nationality Act 


Re port of Medical Examination a nd Vaccination Reco rd 


Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
NatjonaJjty.Act 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245A of Public Law 99-603) 


Refugee^ 


1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 

1-698 

1-730 
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Title 


Form Number 


Petition jo Remove Jhe Condition^ 

Application for Employment Authorization 
Appjication Jor RepJacementof.No 

Petition to Classify Convention Adoptee as an Immediate Relative 

MPJiQ3tignJfor.Determm 

Application for Family Unity Benefits 

Application for Temporary Protected Status 

Application for Action on an Approved Application or Petition 

Petition by Entrepreneur to Remove Conditions 

Inter-Agency Alien Witness and Informant Record 

Affidavit of Support Under Section 21 3A of the Act 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

Poverty Guidelines 

Intending Immigrant's Affidavit of Support Exemption 
Sponsors Notice ^ 


(Pursuant to Section 203 of Public Law 1 05-1 00 (NACARA)) 


Emplo ym ent Eligibility Verification 


-751 
-765 
-777 
-800 
-800 A 
-817 
-821 
-824 
-829 
-854 
-864 
-864A 
-864EZ 
-864P 
-864W 
-865 
-881 

-9 


Application to Replace Permanent Resident Card 1-90 

Application for Authorization to Issue Certification for Health Care Workers 1-905 
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Title 


Form Number 


R je qu est for _PremUj m .Pro ce ss]na,S e rv i ce 1-907 

Application for T Nonimmigrant Status 1-914 

P ' et it i o n fo r. U . N o nil mi mig rant Statu s 1-918 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 1-929 

Ap.pjjcatign.to .File Declarator N-300 

Request for a Hearing on a Decision in Naturalization Proceedings (Under Section 336 N-336 

of the INA) 

Monthly Report Naturali zatio n Papers N-4 

Application for Naturalization N-400 

N-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJjcatign.fgpRepiacement.Natu N-565 

Application for Certificate of Citizenship N-600 

Application fop Citizenship...^ N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification for Disability Exceptions N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

ADDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 
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BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 
BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 

BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 
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CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 
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DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 


213 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/2/2012 


2246 



EEV 


EFOIA 

ENFORCE 

EOIR 

eOPF 

EPA 

ERO 

ESC 

ETC 

EVD 

EWI 

FAA 

FARES 

FBI 

FCC 

FCO 

FD-258 

FDL 

FDNS 

FDNS-DS 

FDU 

FED VIP 


Employment Eligibility Verification 

Electronic Freedom of Information Act (initiative) 

Enforcement Case Tracking System 

Executive Office of Immigration Review 

Electronic Official Personnel Folder (eOPF) 

Environmental Protection Agency 

Eastern Regional Office 

Eastern Service Center 

Eastern Telephone Center 

Extended Voluntary Departure 

Entry Without Inspection 

Federal Aviation Administration 

Fees and Applications Receipt and Entry System 

Federal Bureau of Investigation 

Federal Communications Commission 

File Control Office 

Fingerprint Card 

Forensic Document Laboratory 

Fraud Detection National Security 

Fraud Detection National Security - Data System 

Fraud Detection Units 

Federal Employees Dental and Vision Insurance Program 
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FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOIA Freedom of Information Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 
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GPO 


Government Printing Office 


GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

I- 1 40 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 

After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 
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I-485B 

1-539 

1-551 

1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

BF 

BIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 


NACARA Supplement to Form 1-485 Instructions 
Application to Extend/Change Nonimmigrant Status 
Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 
Immigration Card Facility 
Information and Customer Service 
Integrated Digitization Document Management Program 
Automated Biometric Identification System 
Identity Management System 
Individual Development Plan 
Immigration Examiner 


217 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/2/2012 


2250 



II 


Immigration Inspector 


IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

U Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 
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KST 


Known Suspected Terrorist 
LAPR Lawfully Admitted Permanent Resident 

LAPS Legalization Application Processing System 

LEAD Leadership Education and Development 

LES Law Enforcement Sensitive 

LESC Law Enforcement Support Center 

LIFE Legal Immigration Family Equity (Act) 

LIN Northern Service Center (Lincoln, NE) 

LOU Limited Official Use 

LPR Lawful Permanent Resident 

LULAC League of United Latin American Citizens 
MFAS Marriage Fraud Amendment System 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 

N-300 Application to File Declaration of Intention 

N-400 Application for Naturalization 

N-565 Application for Replacement of Naturalization/Citizenship Document 

N-600 Application for Certification of Citizenship 

NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 

NBC National Benefits Center 
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NCIC 


National Crime Information Center 


NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Project 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 


221 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 3/2/2012 


2254 



PC 


Peace Corps 


PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 
RAPS Refugee, Asylum and Parole System 

RAVIJ Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 
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STAR 

System for Time and Attendance Reporting 

TAC 

Third Agency Checks 

TAP 

Tuition Assistance Program 

TCDD 

Training and Career Development Division 

TECS 

Treasury Enforcement Communication System 

TPO 

Transformation Program Offices 

TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 
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USMC 


United States Marine Corps 
USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

VD Voluntary Departure 

VIS Verification Information System 

VOI Verification of Identity 

VTVPA Victims of Trafficking and Violence Protection Act of 2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

WSC Western Service Center (same as California Service Center) 

WTC Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department, Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing b y any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System (FIPS) - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of peijury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis.gov/portal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G - 28 - No tice o f Entr y of A pp earance as A t torne y or Re p resentative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 


¥ : 

V, 

: 


ll®#^ 

ijjHMMI 


• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


Track * L~ 


Track history 


M 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create Flow Chart for All mv records. 
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Lost File Flowchart 


Less than 9 months More than 9 months 
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In the UT final action letter, attach only the 9101 screen print of the subject 
(Cut and paste from CIS) to the last page of the UT letter. 
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* Use 30 days to equal one month. ] cc " da " ce ^ 
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In your discussion, note all systems you checked and specify the date lost 
in CIS. Make sure your CSD’s have been sent for scanning and send 
case to Up-Front Approver. Stop: you are done . 
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APPENDIX I; ALIEN NUMBER ASSIGNMENT 
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APPENDIX J: 16 RULES OF CASE CREATE 


1 . Read the entire request, including all requester documents and case supporting documents. 
Look for specific language on the bottom of the G-639. What are they requesting? This will give 
you direction before you start filling in the worksheet. 

2. Search for duplicate cases before you fill out the worksheet. Search by A number, if 
provided, and the subject’s first and last name. Send any duplicate cases and/or documents that 
belong to a previous case (such as CSD’s, requester documents, or track changes) to the 
Research queue. 

3. Make sure we have valid consent, and VOI (DOB and COB). If not, close as FC, including a 
Discussion of your reason for closing it. If you have a question, consult a supervisor. 

4. Do not send out for requester docs if we have everything in rule 3. If you feel there are 
extenuating circumstances that require you to go out for additional information, you must get 
supervisor approval and case note the reason. 

5. Search PCQS every time. Use the symbol to search for double last names. Example, 

Juan Rodriguez Martinez would be searched under last name as “rodriguez*” This will catch 
every last name that ends with Rodriguez plus all other last names, including names that are 
hyphenated. Also set the parameters in PCQS so that it searches at least +/- 3 months on both 
sides of the birthday. 

6. Cross-reference everything you find in PCQS with CIS. If there is a discrepancy between 
PCQS and CIS, seek out a supervisor for advice. 

7. Always check the date of entry on the request. Always do a Records Indexing staffing on 
subjects who entered prior to 1975. 

8. Always Staff, Redirect, or Refer cases based on what is responsive to the request, meaning 
what they ask for, and not necessarily what they provide. For example, if they ask for voluntary 
departure information in 1999, don’t staff for a receipt file just because they listed it on the back 
of the G-639. It is not responsive to the request. Always refer to the track 1 and 2 flow charts if 
you are unsure how to proceed. Make sure you are addressing all of the request. If they ask for 
a copy of their 1-94 and deportation records, you will need to RF them to CBP and include ICE 
information or vice versa. 

9. Always use the address listed on the G-639. If you cannot read the address listed on the G- 
639, or the address is from a consular office, or a congressional office, you may use the address 
listed on the G-28, or other documents in the request, such as an envelope. If you find no other 
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address, insert a Discussion and send the case to Unit Chief. Don’t forget to look for apartment 
or suite numbers, which are to the far right of Form G-639, and always double check the address. 

10. Make sure you are marking the correct track and it matches the category. Specific requests 
for 3 documents or less are track 1 cases. You must add the specific language on the request (or 
as close as possible to their language) to the track 1 acknowledgment letter. 

1 1 . Make sure you address any Track 3, expedited or fee waiver requests. FOIA/PA assistants 
may approve or deny Track 3 requests. You must send expedited and fee waiver requests to Unit 
Chief for approval, or denial, and a supervisor will return it to you to create the letter. If the case 
is being closed as a NR, RD, RF, DP, or NA, you do not mark it as a track 3, expedited, or fee 
waiver request. 

12. Do not staff for A files that have been lost for more than 9 months. Follow the instructions 
on the lost file flow chart. A files lost for less than 9 months should be staffed and pended per 
the instructions on the lost file flow chart, along with any other responsive files such as t-files 
and unconsolidated receipt files. Always remember to unmark the circular search field when you 
cancel a lost file staffing. Also, when you staff for additional files such as a receipt file or lost 
file, you must first uncheck circular search and hit save, then staff for the additional files, and 
then recheck the circular search field and hit save again. If you do not do this, the additional 
staffings will be marked as a lost file and the staffings will not get processed. 

13. You must e-mail a supervisor when you change tracks on a case. Just changing the track 
and hitting save will not move the case to the appropriate queue. 

14. Proofread your final action letters. Make sure what you are telling them makes sense. There 
are some final action letters such as FC letters and NA letters that you must change. 

Specifically, you will need to change the dates or you may need to remove certain paragraphs. 
You should not bold, highlight, or underline anything on any of the letters generated by FIPS. 

15. Every time you move a case from one place to the next, you should create a Discussion. The 
Discussion should describe what actions you took. The Discussion should be short and to the 
point, but adequately describe any important facts or issues such as “closing as NR, searched 
CLAIMS, CIS, PCQS, sending screen prints to be scanned as CSD”, or “Sending case to Unit 
Chief, NFTS is currently down”, or “Switched tracks from track 1 to track 2, e-mailed supervisor 
to move to proper queue”. Discussions are the first thing a supervisor reads and they should 
immediately be able to tell what actions have been taken in the case and what issue needs to be 
addressed. 

16. Unit Chief is not an outlet for questions and should primarily be used after hours when no 
supervisor is available, or when there are system problems such as NFTS or PCQS outages. If 
you are stuck on a case, please leave your cube and seek out a supervisor. Please call by phone 
only as a last resort, because it is harder to give the correct advice without being able to see all 
the facts. You must include a Discussion in any case you send to Unit Chief. The Discussion 
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must adequately describe the nature of the problem, or the supervisor will send the case back to 
you for clarification. 

I have read these rules and understand them. I agree to seek clarification with my supervisor if it 
becomes necessary to deviate from these rules: 


Signature: 


Date: 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

The Guide contains all updates or changes from the FOIA Information Bulletins issued as of 
September 28, 2015. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant or Government 
Information Specialist as “you,” or “Assistant,” and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS will not freeze or crash. You 
may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=!> Preferences 
■=!> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and select “Only 
for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? The FOIA Officer, the Chief of 
FOIA Operations and your Supervisors direct how Government Information Specialists, 
FOIA/PA Assistants and Office Automation personnel accomplish their missions. Through the 
Chief of Operations, Supervisors submit a new rule or procedure to the FOIA QA & CS Team. 

At the direction of the FOIA Officer, QA & CS Team may immediately amend the guide, or they 
may seek clarification from Office of Chief Counsel. After consultation, QA & CS Team will 
either amend the Guide or propose a modified rule to FOIA/PA Supervisors, the Chief of FOIA 
Operations and the FOIA Officer. Re-writes or revisions of the guide are subject to the final 
approval of the FOIA Officer. 

You, the FOIA/PA Assistant or Government Information Specialist, may notice something in the 
Guide that is awkwardly worded, or contains a typographical error, or something that simply is 
not true. You contact your supervisor and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet 
page. When we make additions or revisions, we update the Record of Revision at Appendix K 
of the Guide for quick reference. 
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1. THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 

2. THE PRIVACY ACT 

The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statute became effective September 27, 1975. 

3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The Requestor may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4. WHO CAN MAKE A FOIA REQUEST? 


Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and certification of agreement to provide the record 
and who is entitled to what. The most common types of Requestors are: 

• First party Requestors, that is, the alien himself or his designee, attorney or representative, 

are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CERTIFICATION OF AGREEMENT RELATING TO 
RECORDS CONCERNING A MINOR OR PERSON JUDICIALLY 
DETERMINED TO BE INCOMPETENT” in this guide 

• Third party Requestors; any individual seeking a copy of an alien’s file without the 
subject of record’s certification of agreement. As of December 14, 201 1, third party 
Requestors are not entitled to any public documents that may be in the file they are 
seeking, nor documents they provided in support of an application or petition. The 
general rule of thumb is if you need to go into the subject’s file, you will need the subject 
of record’s certification of agreement and verification of identity. Please refer to the 
section titled “THTRD PARTY REQUESTS” 7.4. in this guide. 

• Media Requestors are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the A-Number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 
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WARNIMG! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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REFRESH 
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This screen is the introduction to TeleView. From this screen use the designated User ID (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 

5.1.2 TeleView Main Menu 



The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 




lit session Transfer Program : 
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Cl n LOGO 
COMMAND: 
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CCCCCCCC CHECK HEWS SCRE 

CCCCCCCCCC 

CCCCCCCCCC LRST NEWS SCREI 
CCCCCCCCCCC 
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LfiST NEWS SCREE I 


iiiii sssssssssss 

iiiii sssssssssssssss 

IIIII ssssss ssss 

IIIII sssss 

IIIII sssss 

CENTRAL INDEX SYSTEM 
IIIII SSSSS 

IIIII SSSSSSSSSSSSS 

IIIII ssssssssssssss 

IIIII ssssssss 

EN ON A REGULAR BASIS !! SSSS 

SSSS 

N CHANGE: 06/28/2005-15:20 EST SSS 
IIIII SSSS 

IIIII SSSS 

IIIII SSSSS SSSS 

IIIII SSSSSSSSSSSSSSSSSS 

IIIII SSSSSSSSSSSSS 


-PRESS ENTER TO PROCEED TO MAIN MENU 
3270 


PF5 CIS CURRENT NEWS 


30JD.WS.. 




‘0 7:50 AM 


This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5.1.4 CIS Main Menu 




File: : |dtt : Session : Transfer : Program : : Options: : Window : Help : 


cinnEN 

connftND: 
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§5 


111 



X j 

..mm 

m 
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fin 


MB 


OHS 

=■* 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


10 / 18/05 

09 : 56:36 


(91) SEARCH THE DATA BASE 

(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 

(94) RECORD MAINTENANCE 

(95) A-FILE TRANSFER SUBSYSTEM 

SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 


CLEAR EXIT 


PF5 HELP 


WfcmM 




: ^jiaSResoureeGuide ... j 


RUMO 9:02 AM: 


This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the alien file (which we will frequently refer to as ‘A-file’). 
The only “95” menu command we use is “9504” + FI 1 (CIS File Transfer Display) to verify if 
the file is Not Found (N). 
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5.1.4. 1 Search Menu Screen 
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Ete: git bession Transfer: pre-gram; Options Window: Help 
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CIMSEA 

COMMAND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


10/18/05 

10:02:06 


A#: 000000000 NAME: 


DOB: 00000000 


(01) ID #: 

(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 

(02) SOUNDS-LIKE NAME (92) DATA DISPLAY MENU 

(03) EXACT NAME (93) ADD TRANSACTIONS MENU 

(04) AKA (ALIAS) NAME (94) RECORD MAINTENANCE MENU 

(05) LAPS EXACT NAME (95) FILE TRANSFER SUBSYSTEM MENU 

(06) SOUNDS-LIKE NAME WITH DOB 


(11) MANUAL SEARCH REQUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUHBER REPORT REQUEST 


<-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456739) . 

CLEAR EXIT PF5 HELP PF6 CIS MAIN MENU 


tbhbbarid: : 






9502 AM 


From this search screen a decision is made as to how to begin a search for an individual’s 
records. The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-Number, certificate number, social security number, passport number etc.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 


Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1. 4.2 Search by A-Number (9101) 



tticSiHi "KM 


CIMIDN DEPARTMENT OF HOMELAND SECURITY - USCIS 

COMMAND: 9101 CENTRAL INDEX SYSTEM - ID # SEARCH/DISPLAY 


ID # (A/AA/AB/C/DA): 
(DL/FB/FI/FP/I/PP/SS/TD) 
LAST: 

FIRST: 

MIDDLE: 

ALIASES: 


NATZ DATE 
COURT 
LOCATION 


FATHER: 

MOTHER: 


SSN: CONSOLIDATED A-NOS --OTHER INFORMATION- - 

1-94 ADM #: 

PASSPORT #: 

FBI #: 

DRIVER LIC: 

FINGER CD#: 

IDENT FIN: 

OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEM EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF8 HISTORY 

PF9 EAD PF1 1 EOIR 


§ 4/23 


In the ID# field enter the appropriate prefix with information (commonly used ID searches, A = 
A-Number, SS = social security number, PP = passport number, C = naturalization certificate 
number and I = 1-94 number). If there is information in the system on the subject, it will 
populate in the fields below the ID#. Pay special attention to the legend at the bottom of the 
screen specifically PF8, PF1 1, and any information listed under (other information). By pressing 
PF8 the history menu is displayed. This screen holds chronological information about actions 
that have been taken or changes in the subject’s immigration status. The PF1 1 screen shows 
EOIR (Executive Office of Immigration Review) information. This screen contains information 
about ongoing or closed deportation proceedings. In the section of the screen listed (other 
information) different acronyms may appear such as: CARD, EADS, RAPS and DACS. For 
additional information on DACS please see Chapter 3. 
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5.1.5 Sounds-Like Name Search (9102) 


s ■■ 

r->« : FcL-f ; : ;5-::ibT: V--vV TcC:*S W:>C:-r:vV : Help; 

D;c£;y ‘ cS" ^ ®?i #. f jfc?i 





Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5.1.6 Exact Name Search (9103) 


6 S#t Ses&cast Scsipi vtew Toe*:? Wa 


CIMEXA 

COMMAND : 9103 


DEPARTMENT OF HOMELAND SECURITY - USCIS 
CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 




04/16/15" 

13:44:181 


* LAST NAME: | 
* FIRST NAME: 

MIDDLE NAME: 

EXACT D08: 
DOB RANGE: 

COB: 

COC: 

POE: 

DOE: 

COA: 

SEX: 


(40 -CHARS MAX) 
(25 -CHARS MAX) 

(25 -CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YEAR , R=Q-9) 

(5- CHARACTER COUNTRY CODE) 

(5- CHARACTER COUNTRY CODE) 

(3- CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3 -CHARACTER CLASS OF ADMISSION CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 

CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PF6 MAIN MENU PF9 SOUNDS-LIKE SEARCH 


4/21 


9103 is the primary screen used when performing a search based on the subject’s name only or 
the subject’s name with a specific year of birth range. The information displayed will be an exact 
name match. 
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5.1.7 Alias (AKA) Name Search (9104) 
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emu 


DEPARTMENT OF HOMELAND SECURITY - USCIS 
CENTRAL INDEX SYSTEM - ALIAS (AKA) NAME SEARCH 


04/18/15 

13:43:13 


AKA/NEE LAST NAME: | 
RKA/MEE FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40 -CHARS MAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO HATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO HATCH (0-9)) 


EXACT DOS: 
DOB RANGE : 
COB: 
COG: 
POE: 
DOE: 
COA: 
SEX: 


(DATE RANGE * YYWR; YYYY-YEAR , 8*6-9) 
(5 -CHARACTER COUNTRY CODE) 

(5 -CHARACTER COUNTRY CODE} 

(3 -CHARACTER PORT OF ENTRY CODE) 
(fWOYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(M/F) 


YOU MAY REQUEST A SEARCH ON FIRST -NAME -ONLY ALIASES, ON LAST -NAME -ONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONAL, 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 

CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5.1.8 Sounds Like Name With Date of Birth (DOB) Search (9106) 


fl*. He SCt- 'Sess8e»:'rS©i}tf T«gs 'Written* . 




CIMQSNO DEPARTMENT OF HOMELAND SECURITY * USCIS 

COMMAND: 9106 CENTRAL INDEX SYSTEM - “SOUNDS LIKE” NAME 

NITH DATE OF BIRTH (DOB) SEARCH 


&4/1S/1 

17:28:2/ 


* last name; | 

* FIRST NAME; 

EXACT DOB; 
DOB YEAR RANGE; 
DOB MONTH RANGE; 
DOB DAY RANGE; 

LAST NAME MATCH; 
FIRST NAME MATCH; 


(40 -CHARS MAX) 
(25 -CHARS RAX) 

(WDYYYY; YYYY=YEAR ; MM* MONTH ; DD=DA¥) 
(YYYYR ; R"C-9) 

(YYWMMRRj RR=C-12) 

CYYyymmddrr; rr-0-31 ) 


(NURBER OF EXACT CHARACTERS TO MATCH (0-8).) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


(COUNTRY CODE) COAt (CLASS OF ADMISSION CODE) 

(COUNTRY OF CITIZENSHIP) SEX: (M/F) 

(MMOOWYY) POE: (PORT OF ENTRY CODE) 


* LAST NAME, FIRST NAME AND ONE OF THE DOBS ARE REQUIRED, REMAIN I NO FIELDS ARE 
OPTIONAL. SPECIFY SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the Requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5.1.9 Card Display (9222) 


IM11I1 


£§ life Edit ;isss»ti Trassfer Frcgraa £|fitK Window Help 


wm 

-isjxl 


m 


pap: 

liS: 


it 


CIMCARD 
CO M HAND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ARR/BC CARD DISPLAY (CARD) 


08/01/06 

08:22:32 


NAME: TAYLOR 


FRANCIS 


DOB: 080 


LEGAL PERMANENT RESIDENT 


CARD NAME: TAYLOR, FRANCIS E. 
INS A# 0 
CATEGORY: 


Cl USA 01 


BIRTHDATE: i 
CARD# S RC i 
PERMANENT RESIDENT SINCE: 12/12/2005 

CARD EXPIRES: 02/22/2016 


TAYLOR<<FRANCIS<EDWIN<<<<<<<<< 


MOTHER'S NAME: EDWINA 

CARD PORT OF ENTRY: BAL 


FATHER’S NAME: ZACHIUS 


CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 


HUM GVR 


The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing (BCC) Card information. 


21 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2293 


5.1.10 File Location Display (9504) 







r Z"l :§ ISil 

:£<& • Session iScrisfr TosS- Help- 









The 9504 screen is split into two parts. This first screen shows you which File Control Office 
(FCO) has the A-file per NFTS. To view the old 9504 screen, please push “FI 1” (CIS File 
Transfer Display). 
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5.1.10.1 File Transfer Display (9504 + Fll) 


y .v & # f ip 


CIMFTDQ 

COMMAND: 


DEPARTMENT OF HOMELAND SECURITY - USCIS 
CIS - FILE TRANSFER DISPLAY (FIDO) 


NAME: R! 


DOB: 021 1 


PREVIOUS FCO: HSC 
CURRENT FCO: NRC 
REQUEST FCO: WSC 


FCO CREATING SUB-FILE: 
SUB-FILE CREATION IND: 


FILE LOCATED IND: C (FILE TRANSFER COMPLETE) 

DATE FTR: 10142005 (MMDDYYYY) 

DATE FTI : 10142005 
DATE FTC: 01162007 

PERSON/ACTION: 


ACCESSION NUMBER: 0000 
INS BOX NUMBER: 

REQUEST NUMBER: 

2ND REQUEST DATE: 

3RD REQUEST DATE: 


YOU MAY REQUEST A DISPLAY OF ANOTHER A- FILE BY KEYING A DIFFERENT A- NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 
PF1 1 DISPLAY NFTS FILE LOCATION INFORMATION 


#§ 4/5 


The main purpose of the 9504 screen is to check the location and movement of files. The 
following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTI: File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 


*■1 


4| Efc Edft Sjsisk;. Jrans&r Ef>>gra» Httik'W S«lp 


lax 



IDHS DC2580O2 V77 ENTER PASSWORD 

IDHS DC2580O3 V77 USER NRC0291B SIGNED ON LTERM VTHLT159 AT 08:37:43.64 06.258 
TSS70OOI NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y= J479 IDHS 
TSS7O01I Court t = 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


mmmm 


The Tables section contains a wealth of informational codes that can be of assistance in making a 
decision about the subject of the request, such as Class of Admission. To get to this screen select 
the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 
Tables Menu Screen. 
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5.1.12 Tables Menu 


iHE 


1151 pii 

ggHEw j Boren 


gg 

m 

Bi 


MAX 


m$ 2W*w gelp 


TBXSELMU 


COMMAND — > 


INS STANDARD TABLES DATABASE FACILITY 
MENU SCREEN 


(VADAD , LODAD, TB INF , VAINF, OR LOINF) 


09/15/06 
08: 40: 48 


TABLE ID: 
SEARCH VALUE: 


(MUST ENTER FOR PF1 AND PF2) 


TB10O0O1 

3270 


ENTER- - PROCESS COMMAND 

PF1 - - S INGLE LOCATION/VALUE TABLE SCREEN 

PF2--L0CATI0N/ VALUE TABLES BROWSE SCREEN 

PF3--REFRESH 

PF4- - PREVIOUS SCREEN 

PF5--HELP 

PF7--LIST TABLES 

PF8--EXIT 

USER AUTHORIZED TO PERFORM DISPLAY FUNCTIONS ONLY 


NUM OVR 


Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 




^ File Edit, Transfer Program Uji>tioii2 Wmdbw Help 


II % 


m 


TBXTBINF 


INS STANDARD TABLES DATABASE FACILITY 
TABLE INFORMATION SCREEN 


mm 

jm 


PAGE 09/15/66 
OGGI 08:46:07 


COMMAND ---> 


(SELMU, VADAD, LODAD , VAINF , OR LOINF) 


SEL ONE TABLE ID 


TABLE TYPE 


TABLE DESCRIPTION 


ADJUSTMENT OP STATUS COOES 


CIS/AFAC FCO CODE TABLE 
INTERNATIONAL/ MUNICIPAL AIRPORTS 
APPLICATION SUPPORT CENTERS 
ASYLUM INTERVIEW OFFICES 
ASYLUM OFFICES 
HEADQUARTERS 

BORDER PATROL SECTOR CODES 
BORDER PATROL SECTOR HE ADQTRS 
BORDER PATROL STATIONS 
BORDER PATROL STATION CODES 
INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 PF 2 

PGFRWD PGBWRD 


PF4 

PREV SCN 


TB1 O0043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


MUM OVfi : 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 




$i : transfer Ingram MM& 2£M*w gelp 


TBXVAINF 


INS STflNDfiRD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


lax 


PAGE O9/15/06 
0O14 08:56:1© 


(S E LMU , VADAD, LODAD, TBINF , OR LOINF) 


TABLE-ID: ADJX TABLE DESC: ADJUSTMENT OF STATUS CODES 


SEL SEARCH VALUE 
IB7 
IBS 
ICS 
IC7 
IDS 
I F 1 
IF2 
IRS 


VALID CODE 


TABLE TEXT 

SLF-PETITIQN CHILD OF USC 

CHILD OF IBS 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF CITIZEN 


CHILD OF CITIZEN 

ORPHAN ADOPTED RBRGAD BY CITZ 


PF1 PF2 PF 4 PFS PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 
TB100O43 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


NUM OVR 


Read the screen in its entirety for navigation instruction and additional information. 
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5.2. Computer Linked Application Information Management System 


5.2.1 Introduction 

The Computer Linked Application Information Management System (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 TeleView Introduction Screen 



WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing arid using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 

CCCCCCCCC 02R1 


cc 


TTTTTTTTTTTT 
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n a n fl 
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EEEEEE 
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flfl fifl 

TT 

EE 
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WW 

W WW 
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VV VV 

II 

EE 

WWWW 

WWWW 

CAACCCCCC 

TT 

EEEEEE 

LLLLLL 

EEEEEE 

VVV 

II 

EEEEEE 

WW 

WW 


A ACCCCCC A 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 

3273 


CAPSNUMOVR 


This screen is the introduction to TeleView. From this screen, use the designated User ID 
(NRC####A) and Password to sign onto the database. 
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5.2.3 CLAIMS Selection Screen 




=le ; ; ; Edit; ; : Session:: pjiarisfer: : :Pfogram ; ; Options : Wrid:*- ::jjjelp: 




0 | : 

_igi xj 


COMMANDS 

ENVIRONMENT 

HELP 

EXIT 

MODEL : LUO -2/2 

LUNAME: J5NRC2AE 

DAL CR -TELEVIEW 

4.4 

USERID: NRC7208A 
ESCAPE: PA1 

COMMAND ====> 6 1 

Sesnum System 

Application Status 


Remarks / Description 

1 HELP 

Avai lable 


TeleV'iew Help Facility 

2 MSG 

Available 


TeleView Message Facility 

3 NEWS 

Available 


Help & News Menu 

4 J406IDMS 

Available 


RAPS-APSS-EOIR 

5 J427IDMS 

Avai lable 


FOIA/ NACS/STSC/H FAS/RNACS 

I ra mmmvm | 

| p vail able 


(CLAIMS 

7 J 427CICS 

Available 


DAL ROPES 

8 J504CICS 

Avai lable 


WDC ROPES 

9 J537IDMS 

Available 


AR11 

10 J534IDM S 

Avai lable 


CIS 

11 J 52 71 DM 2 

Available 


PICS/ADMIN SYSTEMS/DACS 

PF1= HELP P F 3 = END 
3270 

P F 7 = PAGE UP P F 8 = PAGE DOWN 

PF9 = 

NOTEPAD P F 1 0 = ERASE NOTES 




: . ■ -1 V-] : if*’' : ! : : f— j ^ 


The number selected to access CLAIMS can vary for each computer. 
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5.2.4 CLAIMS Function Screen 


simile :: Edte : Session:: Transfer: : :Pnogrsm : Options Whd;.'w ijjjelpij : 


0 


II 


BHHH 

I □□nut 


/OB 


r*m] 

ll: 


US 


.Jflixj 

-ifli xj 




I DM S DC258O02 V9 ENTER PASSWORD 

I DM S DC258003 V9 USER NRC7208A SIGNED ON LTERM VTM LT506 AT 08:54:22.05 G5.349 
TSS7O0OI NRC7208A Last-Used 15 Dec 05 08 : 51 System=02Rl Facili ty=TELEVIEW 
TSS7001I Count=G8208 Mode^Fail Lockt ime=None Name=TI FFANY ROSS 
V9 ENTER NEXT TASK CODE: 




7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in “claims” or “fare” and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 


simile iiigpt::: Session:: Transfer: : :Pnogrsm ::£piGos: Whd;.'w : Hep : 


0 


Is 


OBBO 

I gang F 


/UD 

■Hi 


r*m] 

Si: 


is 


ill 

x 




FSXH NEWS 


CLAIMS HRINFRRH E SYSTEM 
NEWS SCREEN 


12/15/2005 

08:55 


WELCOME TO THE COMPUTER LINKED APPLICATION INFORMATION MANAGEMENT SYSTEM 

{CLAIMS} 

fr * w * * w * * * * * **+# **** * * * * * * * * +*i 


PRESS ENTER TO LOGON OR. PF8 TO EXIT 


PF8 

LOGOFF 


NUMOVR 


Press enter from here to get to the logon screen. 
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5.2.6 CLAIMS Logon Screen 


Sfj Ete Edit Session Transfer Program Options Window Help 


Jmxj 

M 




jjrj Hi! 


m 

M 


m 




rii 


FSXHCLHS 


CLRIM S HRINFRRH E SYSTEM 
LOGON 

LEGALIZATION NOTICE OF CONFIDENTIALITY 


12/15/0005 

08:56 


SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS. 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED IN 
VI IOLATION OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 
IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE. 


PLEASE ENTER CLAIMS USER ID AND PASSWORD 

PF8 

LOGOFF 

3270 


• • • • 

























- - 







• • - • - 
































HUIUI UVtt i 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. Normally, 
your password is your last name in lower case. If your last name is longer than eight characters, 
then your password is the first eight characters of your last name in lower case. Your CLAIMS 
ID and password do not change. 
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5.2.7 CLAIMS Main Menu Screen 



FSDLH NU1 


CLRIMS MAINFRAME SYSTEM 

12/15/2005 



MAIN MENU 

08:57 




NRC7208A 


1. 

COLLECTION k RECEIPTING - APPLICATIONS 



2. 

COLLECTION k RECEIPTING - PETITIONS 



3. 

COLLECTION k RECEIPTING - BONDS 



4. 

COLLECTION k RECEIPTING - FOIA 



5, 

COLLECTION k RECEIPTING - PRIVACY ACT 



6 , 

COLLECTION k RECEIPTING - MISCELLANEOUS 




8, 

GENERATE REPORTS 



9. 

MAINTAIN SYSTEM FILES 



10, 

MANAGEMENT STATUS REPORTS 



11. 

CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 



12, 

PRINT DELAYED/DUPLICATE APPROVAL NOTICES 



13, 

EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 



14, 

SCHEDULING/CARD PRODUCTION PROCESSING 



15, 

FD258 FINGERPRINT TRACKING INQUIRY 




ENTER SELECTION: 7 


WELCOME TO 

THE 

CLAIMS MAINFRAME SYSTEM, PLEASE MAKE A SELECTION, 




PF8 




LOGOFF 


3270 




NUMOVR A 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5.2.8 Inquiry Screen, searching with a Receipt Number 


s^gile ; ; ; Edit; ; : Transfer: :Pnogrsm : Options Whd;.'w : 


JsDill 

xj 




ifi 5s H 


/an 


r*an 

il: 


SB 


tk 


FSXH IH N1 


CLRIM S M AINFRAM E SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


12/15/2005 

08:59 

NRC7208R 


(SELECTIONS BELOW FOR APPLICRTIQNS RND PETITIONS ONLY) 


USER ID: 


(MM DDCCYY) 


3. BENE FI CIRRY/fl P P LI CRNT 
NRME (LAST): 

BIRTH DRTE : 

4. R NUMBER: R 

5. REFERENCE NO. : 


(MM DDCCYY) 


PETITIONER 
NRME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE RCT UPD BY CODE ACT UPD BY RCPT 
3270 


NUMOVR 


On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2.9 Searching CLAIMS using a Name and Date of Birth 


simile ; ; ; Edit; ; : Session:: Transfer: Jyqgram: ::£piQos: Whd;.'w : :(jel p:i : 




jjrj ^ Hi! 





/2D 

Ip: 

im. 

l! 

m m 

■a 


Ugl*] 

M 


FSXMIMN1 

CLAIMS MAINFRAME 

SYSTEM 


02/07/2006 



UPDATE PROCESSING 

MENU 


09:16 






NRC7208A 



SELECT AND COMPLETE 

ONE LINE 


1. 

RECEIPT NO. : 






(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS 

ONLY) 

2. 

USER ID: 



DATE: 

(MMDDCCYY) 

3. 

BENEFICIARY/APPLICANT 









rereBW 



nn ■ 

| ftMDOCCYOH 




4, 

A NUMBER: A 





5. 

REFERENCE NO. : 





6. 

PETITIONER 






NAME (LAST): 



(FIRST) : 


PF 

3 PF6 

PF8 PF10 

PF11 


PF12 

CANCEL MAIN MENU 
3270 

LOGOFF REMOTE ACT 

UPD BY 

CODE ACT 

UPD BY RCPT 


WLIMOVR : 


You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” or wild card searches. If you do not immediately find a receipt, you 
should also search by alias names and variations of the name. You may also search without the 
birth date. This may have the results you are looking for depending on how common the name 
of the subject. Searching using the birth date will narrow the findings. 
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(b)(6) 


illl ; File; ; ; EcSt ; ; igesson ; j ; ;Trarisfer ; ; : ; Erograim; ; ; ; ; ; ; window Mi Help; ; 


ii 




FSXMINL 1 


CLAIMS MAINFRAME SYSTEM 
INQUIRY/U PD ATE RECEIPT LIST 


RECEIPT NBR LAST NAME 


r EM 02/21/2007 

LIST 11:53 

NRC9353 A 

FI FORM FEE AMT REC DATE 
J I9G 190.03 02/17/2007 

I I13G 190.00 02/14/2007 

J N565 220.00 02/14/2007 

J 1765 180.00 02/11/2007 

J 1485 395.G0 02/11/2G07 

J 1129 1190.00 01/04/2007 

J OS 155 A 

J 190 02/13/2007 

J 1765 02/08/2007 

J 1485 02/O8/20G7 

J 1129 190.00 09/05/2006 

J I13G 190.00 02/12/2007 

J 190 190.00 02/12/2007 

I 1485 02/09/2607 

J 190 62/09/2007 

J 190 190.00 01/17/2607 


Sill! 


TYPE IN SELECTION: 


PF1 

pg m 


PF2 

PG BACK 


PF3 

CANCEL 


PF4 

PRIOR MENU 


PF6 

MAIN MENU 


PF8 

LOGOFF 


NHMOVR 


If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” For example, if you type “3”, the detailed information relating to receipt number 
SRC0710351687 will be displayed. ' 
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5.2.10 Searching with the A-Number 


Sfj Ete Edit Session Transfer Program Options Window Help 




jjrj HI! 







fW. 

ii 


mu 

m 

\. 



_ ; □ ; X j j 

““''ll 


FSXH IH N1 


CLRIM S M AINFRAM E SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC72Q8A 


1. RECEIPT 


USER ID: 


(SELECTIONS BELOW FOR APPLICRTIQNS RND PETITIONS ONLY) 


3, BENEFICIRRY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


5. REFERENCE NO. : 

6. PETITIONER 
NAME (LAST): 


(MM DDCCYY) 


(MMDDCCYY) 


(FIRST) : 


CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE 
3270 


PF12 

ACT UPD BY RCPT 


NUMOVR 


You may search by A-Number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-Number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-Number, you will not have to worry about it. Note: if you search by A-Number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner’s Name 


simile :: Ecfi: : Session:: Transfer: :Efogram : Options Whd;.'w : Hep : 


Jill 
i 




jjrj ^ Hi! 


/0D 

wm 


r*0D 


m 


tk 


FSXH IH N1 


CLRIM S M AINFRAM E SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC72Q8A 


1. RECEIPT 


USER ID: 


(SELECTIONS BELOW FOR APPLICRTIQNS RND PETITIONS ONLY) 


3, BENEFICIRRY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


REFERENCE NO. : 


(MM DDCCYY) 


(MMDDCCYY) 


PETITIONER 


CANCEL MAIN MENU LOGOFF REMOTE RCT UPD BY CODE 
3270 


PF12 

ACT UPD BY RCPT 


NUMOVR 


You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name the results of this search may be overwhelmingly voluminous. 


38 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2310 


5.2.12 Search Results 


(b)(7)(e) 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 


M s'c 


FSXH IRP2 

H ODE 
FORM 
PART 2 
A-NBR 
NAME 
C/0 
STREET 
STATE 
GENDER 
EMPLOYER 
REP CODE 
NAME 
FIRM 
STREET 


Edit session transfer R-ogram options widow Help 


!s 


iUB 

II 


r+HD 

m 


a 


CLAIMS MAINFRAME SYSTEM 
APPLICATION UPDATE PROCESSING 


1751 RCPT NBR 
A PART 3: 

A 12345678 REF 
TEST 


NBR: SRC-06-025-00045 APPEALED FORM: 
RECEIVED DT: 10/26/2005 
REF NBR: ASSOC RCPT NBR: 

TEST NAME 


4141 ST AUGUSTINE 
TX PROVINCE: 

DOB: 01161964 COB: 


_ jjsl xj 


ik 


02/02/2006 
08:31 
NRC7208A 
OWNER : SRC 


CITY: DALLAS 
CNTRY : ZIP/POSTAL: 

AUSTR. CNTRY OF CITZ : SOC SEC #: 

TAX ID: 

REP TYPE: (A=ATTY , B=CERT . REP, C= 


OTHER) 


STATE: PROVINCE: 

STATUS/ACTION : 

INS STATUS: 

PRIORITY DATE: 10262005 
DC997961 - VIEW MODE 
PF2 PF3 PF4 

Cl INQ CANCEL BACK 
3270 


NEW CLHSS : 

DATE VALID FROM : 


PF5 

EAD INFO 


PF6 

MAIN MENU 


ZIP/POSTAL: 


PF8 

LOGOFF 


PF1 1 

STAT HIST 


NUMOVR 




The receipt information gives the name, date of birth, A-Number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: EBS1) 
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(b)(7)(e) 


€ Fie: 


Edit ; ; ; Session; Transfer jYogram ;:; ;i; Qptidris Window:; ;Help;; 


_ mi x 


m feV ,S4 S *1 .18 5 s ?.: 


m 




m 


ik 


FSXHIAP2 


CLAIMS MAINFRAME SYSTEM 



02/02/2006 S 



APPLICATION UPDATE PROCESSING 


08:31 ! 

MODE: M 





NRC7208A j 

FORM: 1751 

RCPT 

NBR : SRC-06-025-00045 APPEALED FORM: 

| mmm ggg 

PART 2: fl 

PART 3: 

RECEIVED DT: 10/26/2005 



A-NBR : fl 1 

2345678 

REF NBR: 

ASSOC RCPT NBR: 


i — 

LT, 

LU 

1— 

LU 

■X 


TEST 


NAME 


C/0: 






STREET: 4141 

ST AUGUSTINE 

CITY: 

DALLAS 


STATE: TX 

PROVINCE: 

CNTRY 


ZIP/POSTAL: 75227 | 

1 GENDER: DOB: 01161964 COB: AUSTR CNTRY OF CITZ 


S0C SEC 

#: j 

EMPLOYER: 



TAX ID: 



REP CODE: 


REP TYPE: (A=ATTY . B=CERT . REP , 

MOTHER) 

NAME: 






FIRM : 
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The top right corner of the screen shows the owner of the file; this may help in determining 
where to request the receipt file especially if the receipt information is not in NFTS. This receipt 
begins with SRC but that does not matter for staffing - the OWNER would be where you staff. 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, rejected or transferred, it may 
make a difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To view the history press the F4 key to return to the previous screen and enter FI 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 1 0 on page 2 of the results, enter “ 1 0.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 

NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO). The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DOS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to 
https://pcq2.esb.uscis.dhs.gov/PCQS/PCQS_User Guide.pdf 
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5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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On the FIPS worksheet under the header “Contents,” you will notice that usually Seq. 1 is the 
“Request Letter” and any supporting documents submitted with the request to include the 


mailing envelope. There will be a date and time in the right column. In older cases, the 
supporting documents may show in sequence 2 as Request Supporting Documents. 

Occasionally requests are submitted on the following forms; the G-639 alone, G-639 and G28 
together, or a Power of Attorney. In addition, requests are submitted by letter from an attorney 
or a representative and a G-28, and finally requests are submitted by letter from an attorney, or 
from the subject of record. Occasionally, there will be other documents scanned in, such as an 
alien registration card, driver’s license or other types of identification. You may also see 
miscellaneous screen prints or memoranda. Make sure to view all documents scanned in FIPS, 
in the Request Letter, and Request Supporting Documents slots before you create the case. 

If you find two or more unrelated requests scanned into one request slot: 

A. Create one of the cases. 

B. Search to see if the other subject has an active case. 

C. If you find an active case for the 2 nd request, create a Discussion note explaining - no 
further action required. 

D. If you do not find an active case for the 2 nd request: 

a. print the request and attach a Scan As sheet noting it is a new request. 

b. take it to OA to be scanned as a new request. 

c. create a Discussion note. 
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During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 


Save 


K 


You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: Requestor name and address, subject name, Track, type, source, and bureau. 

If you are going to be away from your desk for 15 minutes or more, it is a good idea to check in 
your documents and log out of FIPS. It does not usually take very long to log back into FIPS 
and check your documents out again - in fact, it will save you time and effort. If you forget to 
log out and come back after a prolonged absence, you might possibly be disconnected from the 
server and not know it. When disconnected from the server, FIPS sometimes allows you to 
continue working but as soon as you attempt to save or check in a document, it will send you to 
the log-in screen and you lose the work you have done. 
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611 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 If the Requestor provides an alien number (which we will refer to as “A-Number,”) 
you should first verify that it is the subject of the request and that this is not a duplicate 
case. After entering the A-Number in FIPS, copy the number you entered and open CIS 
9101 screen. Enter ‘a’ on the number line, paste in the A-Number after the ‘a’, and press 
enter. Verify that the subject shown in CIS matches the subject listed on the request. Next, 
open NFTS, enter ‘a’ on the number line and paste the A-Number after the ‘a’, and press 
enter. This will show you the current location of the file. If the Requestor did not provide 
an A-Number, you should search by subject name and/or Requestor name by entering the 
information on the search screen and checking the boxes to use them in the search. If the 
Requestor provided multiple A-Numbers, you should verify that each is for the subject and 
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then search by each file number. You may discover that two A-Numbers have been 
consolidated. In that case, you use the surviving A-Number only. 


6. 1 . 1 .2 Do not use professional titles, such as Doctor or Reverend in the Requestor 
information. 

6.1.1 .3 You may use Jr., Sr. or II, III, etc., if the Requestor or subject uses it on the 
request. If Jr. or Sr. applies, make sure it ends with a V (period). 

6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
Requestor on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attorney/representative of the company. 

For example, if your request comes in on a G-639 and the name of the Requestor is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens and Baker” as the Requestor name. 

6. 1 . 1 .5 Do not hyphenate names. For instance, if the Requestor has written his or her 
last name as “Ortega-Ramirez,” you should enter that name in FIPS as “Ortega Ramirez,” 
omitting the hyphen. This saves time by permitting a person researching cases to enter 
“Ortega Ramirez” without having to guess if the case creator hyphenated the name. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the Requestor is not clear 
on the request letter, check the supporting documents for a Form G-28 for the Requestor 
name. 

6. 1.1. 7 Please add a period after the middle initial. 

6. 1.1.8 Rescinded. 

6. 1 . 1 .9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. If you do not find the person by exact spelling, you might look at the 
mothers and fathers last names, if provided. You may use a percent sign (%) as a wild- 
card for these searches. For example, if the Requestor’s name is Jaime Vazquez, but you 
see he also has spelled his name Vasquez - you can search by Subject Last Name 
“Va%que%” and Subject First Name “Jaime.” You may also need to search by 
variations of the first, middle, and last names - they may be in a reversed order in CIS. 
Some names may be found in CIS with a different sequence or combination of the first, 
middle, and last names. If you are unsure consult a co-worker, or supervisor. 
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6. 1 . 1 . 10 If the request came to us on Form G-639, you should use the name and address 
of the Requestor in Section, “Requestor Information.” 

If you have a conflict between addresses on a properly filled out G-639 and G-28, please 
use the address on the G-28. 

If the request is not on Form G-639, please use the address that is on the letter unless the 
Requestor specifies a different address. If you are unsure, please consult a supervisor and 
add a Discussion explaining your decision. 

If the Requestor included a G-28, please look to see if the Requestor is an attorney. If the 
Requestor is an attorney, please look at the name of the firm. If the name of the firm 
includes the attorney’s name, please make the second line of your address “Attorney at 
Law.” If the name of the firm does not include the attorney’s name, please make the 
second line of the address the name of the firm. If the Requestor is not an attorney, then 
simply use the address that is in the Requestor Information block of the G-639. For 
further guidance, please refer to section 6. 1 . 1 . 1 7 of this guide. 

You may use other request documents to verify what is shown as the Requestor address 
on the request. 

We cannot create FOIA cases in the name of a foreign consulate or a congressional 
office. If the address on the request is a foreign consulate office, or is a congressional 
office, then you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you do, please create a Discussion saying you did so. 

If there is a cover letter or other document specifying that the records should be sent to a 
different address than the consulate or congressional office, then you may use the address 
listed on the G-28, or other documents in the request, such as an envelope. If you do, 
please create a Discussion saying you did so. 

Something that is evident to you because you have been creating the case might not be 
immediately obvious to a supervisor or processor who has just opened the case. Please 
keep in mind that if you have done something out of the ordinary, adding a Discussion 
note will clarify your thought process and your decision. 

If you can find no useable address, be sure to add a Discussion note to the case and send 
the case to Unit Chief (which we will frequently refer to as UC). If addresses are difficult 
to read or unclear, you may call the Requestor or go to 

A. http://zip4.usps.com/zip4/welcome.jsp to verify that it is a valid address and the 
format that should be used. 
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B. http://www.canadapost.ca/cpotools/apps/fpc/personal/fmdByCity? execution=el si 
) provides similar address information for Canadian addresses. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6. 1.1. 1 1 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 

6. 1 . 1 . 12 Do not use special characters, such as and “#” in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), 
=, +, [,], {, }A<, >, or/. 

6. 1 . 1 . 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
The Requestor’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1 . 1 . 14 If the Requestor does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Close the case as FC, blank out FC letter, then send the case to 
up front approver. Please add a Discussion note to the case titled “Missing address,” 
explaining the illegible mailing address. 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The Requestor’s name is always the first line. 

6.1.1.17 Why identify the Requestor as an attorney? In addition to being a sign of respect 
and professionalism, it makes the acknowledgment letter legal mail, which in many states 
guarantees special confidential treatment. Properly addressing attorney(s) as third party 
Requestors in FIPS: 

Example 1: If the attorney(s) is not affiliated with a law firm, then the first line of the 
address should be “Attorney at Law.” 

Requestor Address 
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Christopher T. Stender, (Esquire) 


Attorney at Law 
1 1 1 Main Street 
Sample, MS 44444 


Example 2: If the attorney(s) name is part of the firm’s name, then the first line of the 
address should be “Attorney at Law.” 

Requestor Address 

Manual Solis, of (Law Offices of Manuel Solis) Attorney at Law 

1 1 1 Main Street 
Borderline, AK 22222 

Example 3: If the attorney(s) name is not part of the firm’s name, then the firm’s name 
should be the first line of the address. 

Requestor Address 

Spiro Serras, of (Wilens and Baker) Wilens and Baker 

1 1 1 Main Street 
Aroundthebend, OK 33333 

If the address on the request is a residential address under the name of someone other 
than the subject or Requestor, you must add ‘c-o’ and the listed person’s name (FIPS will 
not allow c/o). If USPS does not show the Requestor or subject name on the request as 
living at that address, the mail will be returned. Using ‘c-o’ (in care of) allows USPS to 
deliver the mail to that address as long as the person listed receives mail at that address. 

6.1.1.18 If an address is foreign, check the box marked Foreign. This will change the 
format of the worksheet to include the Province and Country and postal code. You must 
complete the city and country name fields to ensure proper delivery. Some foreign 
countries also require postal codes. 

This link 

(ht tp ://www. canadapost. ca/ cpoto ol s/ apps/fp c/p e r so n al/ fm dB yC it y ? ex ecu tions 1 s 1 ) 
provides address information for Canadian addresses. Also 

http: // bitboost.eo m/ref/international-address -form a ts.htm l#Fo r ma t s can be used to find 
the proper format for foreign addresses to ensure you have the needed information in the 
correct format. 

If a foreign address has no postal code and FIPS will not accept the address without it, 
add an ‘-‘as the postal code. It may also be necessary to view the return address on the 
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envelope to see how the address should read because their address formats are different 
than ours. A foreign address may be very long, and you may have to consult a supervisor 
to complete the address field correctly. The following places should use standard U.S. 
mailing addresses because they are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 

6.1.2 Requestor Search/Entry. To locate and select existing Requestors or to enter 
new Requestors, click the Requestor Search/Entry link to open the Requestor Search 
Form. To search for an existing Requestor, click in one of the available fields in the 
Requestor Search Form and begin entering pertinent information. When searching for a 
Requestor whose last name is Smith, for example, click in the Last Name field and enter 
a portion or the entire last name. After you have entered enough information, click 
Search to locate Requestors with matching information. Searching by last name and first 
name brings up more exact matches. Changing the frequent Requestor indicator to 
‘either’ will search for both regular and frequent Requestors. Refer to the rules in section 
6.1.1 for any questions on searching for Requestor information. 
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If you get any matches to your search, you will see a screen that looks like this: 



First Middle 

Last Name 

Name Name 


Au Bernhard 

Sauerbraten 

Jones Mary 

Sauer* en 

Jj|a,Todd 

Scott 

iijjo, Milton Jay 

Sheppard 

j^a.Bcnme 

Simmons 

; Timmy 

Simpson 

Total itemfe) found of 6; 


952 irisb way 

15& orange grave lane 


; -Crapfen 

New Market Maryland 
ftortfiville New York 
IEE Coporation suite 125 Porto Aftegrc 
Balfast 

Iv'E corporation suite 395 Charleston South Carolina 


Pfannkuchen A1B 2C34D3 GERMANY (£51 1) 233-8 
78523-7850 UNITED STATES (SSI) 865- 
00000 

URG-532I URUGUAY 

Mainland IRE-6213 IRELAND (393) 32l| 


321.56 


UNITED STATES 



If any of those Requestors are a perfect match for your Requestor, you may “Assign this 
Requestor” by clicking on the icon to the left of the name. Make sure the address is an exact 
match, including any apartment or suite number - just matching by names causes problems when 
addresses don’t match exactly. 
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(b)(6) 



first 

Middle 

Last Name 

flame 

Bemhard 

Name 

Sauerbraten 


M am 

Sauerwen 


_ .Assign this requester to case 


Scott 
Sheppard 
Simmons 
Simpson 
Total item(s) found (6 of Sj 


^i. Milton lay 
% . Bon nie 

□' A 

Timmy 


Page 1 of 1 


Cancel 


And it will populate the Requestor information like this: 


Office; sal ;; 
Received 


Processing 

1 BAL20 1000075 1REQ 

Scanned 

m 03/04/2010 


Status Request Case Creator eetestb Web Entry 

Created Perfected Final Action Closed Final Reply Due 





Rsqties 

ter ifitorm avion 

Bernhard Sauerbraten 

Edit Requester 



Change Requester 



(Oil.) 233-4555 Copy to Subject 

4 


>:5778 

J 


6.1.3 Add New Requestor. If you do not find a match, you will have to add a new 
Requestor by selecting Add New Requestor: 
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(b)(6) 


First Name 
Middle Name 
Last Name 
Address 1 
Address 2 
Address 3 
City 
State 
Zip Cade- 
Phone 

Frequent Requester: 



Click on Add New Requestor, you will get a dialog box . 


Note: We don 't use parenthesis when entering phone numbers 






•: First flame 

Middle Marne 


Last Marne 

•C 

■ G 



•Cuipej&per : \ 











Address l 






: Address 2 






: Address 3 






City 






State 



"M 



| Postal Code 






£] Foreign 






Province 






: Country 






: Phone Number 






: Emai! 






Frequent Requester 

vas C Mb 





Yo.yej k Carpel; :i 







When you click Add New Requestor, you will get a dialog box that you fill in. You will enter all 
information and decide if this is a Frequent Requestor. If the Requestor is an attorney or 
representative who is not already in the system, please save as a Frequent Requestor. Do not 
create a new frequent Requestor if one already exists with matching name & address 
information, including apartment or suite numbers (first & last names should match, but first 
initials or a second last name may be used in some cases and if addresses match, they can be 
used). Phone number should be entered in the following format: 999-999-9999 for US phone 
numbers. Extensions are allowed after a space following the phone number. Although you are 
not required to do so, you may enter the e-mail address if it is provided. Click ‘save.’ 
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6.2 SUBJECT INFORMATION 


After saving, look to see if this is a self-request. If so, you can copy the Requestor Information 
to the Subject by clicking on ‘Copy to Subject’ 


Requester Information 


C G Culpepper 1 

Edit Requester 



Ihan-qe Requester 



loov to Subieg 


Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. FIPS converts 
all ‘A-Numbers’ to 9 digits by inserting leading zeroes. 


(b)(6) 


Note: We don V use parenthesis when entering phone numbers 


First 



j Melville 


; Crump 


A- Number: 
Topic: 



6.2.1 Name 

Enter the subject’s name, as it appears in section “Requestor Information” of Form G-639 
(except in the case of a petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 

This is usually the name in the subject portion of the Form G-639, or in the subject line of the 
request letter. However, if the Requestor is asking for a petition he or she filed on behalf of a 
beneficiary, then that document will be a separate receipt or it will be in the beneficiary’s 
file, not the Requestor’s file. In situations like this, the subject information would be that of 
the beneficiary, not the Requestor. If a receipt has been consolidated into the beneficiary’s 
A-file, we require certification of agreement from the beneficiary or we will close the case as 
a Total Denial (TD). See Section 7 for Certification of Agreement and Verification of 
Identity. Watch for identical family names requesting records of other family members. 

Please verify all A-Numbers and receipt numbers in CIS or CLAIMS to be sure they belong 
to the person whose records are being requested. 

6.2.2 Alien Number 

In the alien number field, enter the subject’s alien number, as provided on the request, as an 
eight-digit or nine-digit number. FIPS will automatically convert all A-Numbers to nine digit 
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numbers by adding leading zeroes. Do not use the preceding ‘A’ or ‘T’ file indicator in 
FIPS. 

6.2.2.1 Always check the A-Number in CIS to be sure it belongs to the correct subject. 
Copying and pasting the A-Number will save you from making a typographical error and 
inadvertently staffing for the wrong file. 

6 . 22.2 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma and verify they are all for the subject. 

6 . 22.3 If you have created the case and you see less than eight digits in the A-Number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 

6.2.2.4 Do not enter the petitioner’s A-Number if the request is only for a copy of an 
unconsolidated petition filed on behalf of someone else. If the request is for all records, 
we would need to staff for the A-Number and receipt file. If the subject of the A-Number 
and beneficiary are different people, you must create additional cases. 

6.2.2.5 If the Requestor is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-Number of the 
beneficiary, and change the subject name to that of the beneficiary, since we will request 
the beneficiary’s ‘A-file’. We require certification of agreement from the beneficiary or 
the case will be closed as a Total Denial (TD). For more information about this, please 
refer to section 7, Certification of Agreement, Verification of Identity and Description of 
Records. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

• significant interest requests with a topic unrelated to a subject records request. 

You may change the Topic field (unlike the A-Number field) after you have 
created the case. 
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Do not use Topic to describe specific documents such as an 1-130 or immigrant visa if the 
receipt number is unknown - you should specify that in the Discussion notes and in the 
acknowledgement letter. It is always a good idea to read any correspondence you prepare 
to be sure it makes sense. For more information, refer to section 18, Acknowledgment 
Letters. When you use Topic, you must check and possibly modify any staffing or 
acknowledgement letters. 

6.2.3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 


Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 


6.2.3.2 The format above assists the Mission Support Assistants in locating the files and 
in locating the cases in FIPS when the receipt files come into the facility, and it will make 
it possible for case creators to spot duplicate or similar cases. If you are requesting 
multiple receipt files from the same facility (for the same subject), you may staff for up to 
four receipt files on one staffing sheet. See Staffing Sheet Guide for more guidance. 

6.2.3.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See section 6.3.4.4, Significant Interest 
Group (SIG) Requests, for more information on handling personnel related requests. In 
other types of situations, put as much of the pertinent information in the description line 
as space will allow. You will need to modify the acknowledgement letter. 

6.3 CASE SPECIFICATIONS 


6.3.1 Track 

Track 58 




6.3.1. 1 Track 1 - 

Select Track 1 if the request is for: 

• a specific document, or 

• if your search yields only a receipt file or 

• if the only responsive record is screen prints. 

Any time you have a RAFACS-only staffing, you should create the case as Track 1. 
A specific document request consists of three documents or less (except asylum or 
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refugee requests, which you must evaluate more carefully - please refer to section 
8.24 SITUATION: Requests for Asylum or Refugee documentation) . 


6.3.1. 1.1 If the request is for a specific document, please select the category 
Specific Documents and make the case a Track 1 . The third paragraph of the 
acknowledgement letter sent to the Requestor contains the following paragraph 
and you must modify it to show the specific documents requested: 

We respond to requests on a first-in, first-out basis and on a multi-track system. Your 
request has been placed in the simple track (Track 1). You specifically requested 
Specific Doc Information. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only 
the documents you specified. 

You should modify the specific document language in the acknowledgement letter 
should to be as close as possible to the way it was stated in the request. Otherwise, 
if the request is Track 1, but is not a request for specific documents, please delete 
both sentences that address specific documents (bolded in the paragraph above). 
Either way, you should never leave the words “Specific Doc Information” in 
your acknowledgment letter. 

6.3.1. 1.2 If the request is for a specific document, continue to create the case in 
Track 1 as Specific Documents. If the Requestor responds that he or she needs 
the whole file, a FOIA/PA Assistant or Government Information Specialist 
working in Records Locator (which we will refer to as RL) or the Research queue 
can change it to Track 2 at that time. See section 34 for instructions on how to 
change tracks. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, detentions, deportations or 
removals, asylum or refugee requests, and requests from news media or special interest 
groups. 

If the request has “all records” checked and/or lists more than three documents on the G- 
639, please select the category Alien File, Asylum or SFR cases at NRC and make the 
case a Track 2. (See section 34 for instructions on how to change tracks.) Track 2 should 
also be used for cases created for SIG. 

6.3.1. 1.2.1. Track 1 vs. Track 2 Clarification (G-639 dated 3/31/2015) 

We occasionally have confusion on whether a case should be placed in the Track 1 or 
Track 2 queue. Most of the confusion centers on how we apply Part 3 to our decision- 
making process. 
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In the latest version of the Form G-639, there is no “Subject of Record Consent to 
Release Information.” You only have Part 3, Description of Record(s) Requested to 
decide what to release to the requestor. 

Part 3: Description of Record(s) Requested: 

Part 3 is where the requestor decides whether he or she wants their complete A-file or a 
portion of his or her records. 

Consider the example below. The requestor writes in “I would like to have a copy of my 
1-130. 


This request will amount to just a few pages. This is a Track 1 case. 


j|3*»r$ k DOTrigrifon onKtittiFifc 

MITE; 'White :?<•& im roprcg mpm* u> j&ui 
Pm sL R> pwvkte v'CtfipMc ww 'soffit: 

tat iv ddssy i?f yotir <:r Mitm m tesMffey kv 

U :s . O t& Uxm 

1 . fc V m ■&£ m twp i r&1 U> state 

of you? 1 seftguftft. t&fwev*??* 

tei'M in ittc: ftffittt'dK 

i ti38L& 2*£#£ -TD a copy of my I- 130 


In this next Part 3 example, the requestor wants all of his or her records. 


|P*rt 3< Peserijrtkw of Resorts Rftpire&ed 

NOTE; Wtiifr vini m «#& io resamt fct ms>* iterc s« 
Pitrl 3,.. fnU.ii'C ><> prtsvkte :*h« 

iktey of i : 3 ft ifrtebH&V &T 

UJ. Service (U&ClS ks to.& ; 

••:he 0 : te&ra&tos* . 

t . Purpose VVsw x>M to $?£& £*ta 

pgiposg <sf y&ttf :te 

f'f'jiiy a&M is; ifte tifi&iftfc 

*(#$&$? H* avf:x:!^i to 
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Is it a Track 2 case? It depends. Section 6.3.3. 1 tells us that if you find nothing other than 
screen prints (RAF ACS staffings) or a receipt file, you need to make this a Track 1 case. 

However, if the person asks for all records and you find the A-file or more than three 
documents (Section 6.3. 3.2), you are going to make this a Track 2 case. 


6.3.1. 1.2.1 Track 1 vs. Track 2 Clarification 

We occasionally have confusion on whether a case should be placed in the Track 1 or 
Track 2 queue. Most of the confusion centers on how we apply Blocks 2 and 3 to our 
decision-making process. 

Block 2: Description of Record(s) Requested: 

Block 2 is where the Requestor decides whether he or she wants their complete A-file or 
a portion of his or her records. 

Consider the example below. The Requestor selects “Other” and specifies “Records of 
departures and arrivals into the U. S. between 2010-2013.” 

This request will amount to just a few pages. This is a Track 1 case. 




ym wi mjiifrsd & sAl toss id N'ujflfc* % Mssrs m jtf&vkfe wA m 

l>' iff- W ;af: waNSiW cx htfcnasftfaa 
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fa a s Bi-si ip, ts 
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- 



In this next Block 2 example, “Complete Alien File” is checked. 

Is it a Track 2 case? It depends. Section 6.3.3. 1 tells us that if you find nothing other than 
screen prints (RAF ACS staffings) or a receipt file, you need to make this a Track 1 case. 

But if “Complete Alien File” is checked and you find the A-file or more than three 
documents (Section 6.3. 3.2), check the Track 2 block, no matter what is written in the 
“Purpose” section. 
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In Block 3, we see what the Requestor gives consent to release. 

Block 3: Subject of Record Consent to Release Information 

You’ve already selected the track of the case in Block 2. In Block 3, you decide if you 
have consent. Additionally, you need to consider the following: 

1 . If your case is a Track 1 (decided in Block 2), the subject of record confirms what 
information they want released to the Requestor. 

2. If your case is a Track 2 (decided in Block 2), Block 3 is only used for certification of 
agreement if you’re releasing to a third-party. . .nothing else. 

For continuity, we’ll repeat our first Block 2 example: 
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Now in Block 3, the Subject of Record tells us specifically (gives consent) how much of 
what was requested in Block 2 gets released to the Requestor. 
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In Block 3, the Subject of Record checked “A portion of my records,” and specified that 
he only wants “Arrivals and Departures in 2010 and 2011” released. 

When the records are processed, we will release “Arrivals and Departures in 2010 and 
2011” only. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requestors must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 

■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6.3.1.3.1 A supervisor will normally review all incoming FOIA requests and identify 
Track 3 requests. The supervisor will verify that necessary documentation is present 
with the request. There should be an attached cover sheet indicating to the case 
creator whether the request for Track 3 is approved or denied. 

6.3.1.3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6.3.1.3.3 Already Approved Requests for Track 3 Processing with Pending 
Cases 

Before you create the case, look at the documentation and/or check for a duplicate. 
Sometimes you will find a current, open pending case which is already approved for 
Track 3 . If you find another case and it is not a DP case, simply click “Send to 
Research” and you are finished with the case. Add a Discussion to the original case, 
“Research, original case already approved for Track 3 processing please attach as 
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CSD” If it is an exact duplicate request to the existing pending case and already 
approved for Track 3 processing, you will close this case as final action DP: 

Duplicate. Add a Discussion to the original case, “Research DP Case closed as DP 
and provide the NRC control number.” (See section 6.4 for information on Searching 
for Duplicates.) 

Track 3 Approval on Pending Cases If you find an existing duplicate pending case 
that was denied Track 3, and has now been approved for Track 3 processing, do not 
create the case. You should send the case to Research, where they will attach the new 
request to the existing case as a CSD, change the case to track 3 and send approval 
notification. Add a Discussion note to original case, “Research, Track 3 upgrade 
needed”. (See sections 34 & 35 for instructions on how to change tracks.) 

6.3.1.3.4 Requestors will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A Requestor could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to “Expedited 
Treatment” in this guide, section 6.3.6 

6.3.1.3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
Requestors. Attorneys may refer to Track 3 as “the removal track” or “the 
immigration hearing track.” The key is any reference to deportation or removal. Some 
attorneys do not know the difference between “Track 3” and “Expedited Treatment,” 
and we should not punish them for that. If an attorney requests expedited processing 
because his or her client has a removal hearing, we should treat that as a request for 
Track 3 processing and evaluate accordingly. 

• Example 1 : if the attorney requested expedited processing because his or her 
client has a removal hearing and the attorney also provided a Notice to Appear 
with a future scheduled date, then you will create the case as a Track 3 and 
our acknowledgment will say that the case will be processed in the accelerated 
track (Track 3). Of course, if you are not sure, you should contact a 
supervisor. 

• Example 2: if the attorney requested expedited processing because his or her 
client has a removal hearing but the attorney did not also provide supporting 
documentation, then you will create the case in the regular track and include 
the Track 3 denial paragraph in your acknowledgment letter. The attorney 
then has the opportunity to provide supporting documentation to move the 
case to Track 3. 

• Example 3: if the attorney requested expedited processing and cites a threat to 
health or physical safety, or if the attorney cites no reason at all, then we 
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should treat it as a request for expedited processing. When we deny expedited 
processing, we have to send a separate letter informing the Requestor of our 
decision. The Requestor has the right to appeal our decision to deny expedited 
processing. 

6.3. 1.3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 

Follow the instructions on the cover sheet attached to the request. If there is no 
Expedited cover sheet, do not mark either box. Add a Discussion and send the case to 
Unit Chief. A supervisor will approve or deny expedited requests. 

6.3.1.3.7 New FOIA Requests for Track 3 Processing If the Requestor specified 
Track 3 processing on a new FOIA request but the request does not have a cover 
sheet, please create the case, evaluate the request and make a determination to 
approve or deny Track 3. If you are unsure, consult your supervisor. 

6.3.1.3.8 If the Requestor did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 

6.3.1.3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6.3.1.3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” 
near the center of the page on the FIPS staffing sheet, or if it is a letter format, on the 
first page, just under the address. Entering this information near the center of the 
page will stop the text box from interfering with the barcode. Check the barcode at 
the bottom of the staffing sheet anytime you add or modify a staffing sheet. You may 
have to move the text box up if it interferes with the barcode. 


6.3.2 


Type 

Type 


;• ii i 

Privacy Act Request K? 

Referral FOIA Request 
Referral Privacy Act 
Privacy Act Amend ment 
Referral PA Amendment 


Always select FOIA Request. It will be incumbent upon the processor to verify the 
status of the alien, and to change the case type if necessary. 
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Privacy Act Amendments are requests to correct or amend something on the specific 
document or file. This type of request is not for a copy of records or the file. If a request 
is for a ‘Privacy Act Amendment’ please refer to Section 6. 3. 4. 4. 


6.3.3 


Source 


Source * 




Attorney 

Commercial 

Ed u cat i o iv Scientific 

Foreign- Government 

Hews Media 

Others 

Regr^entative 



\ White H os 

jse/Cong ressi o nz 

pfi 


The source of the request is, quite simply, who is making the request. Is the Requestor 
the individual or an attorney or representative speaking on the alien’s behalf? Is it a 
request from the media or a true third party Requestor? Below is a list of possibilities for 
Requestors: 


• Attorney - The Requestor is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 

• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The Requestor of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The Requestor is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the Requestor will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 

If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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6.3.4 Category 

c.Atsyyiy ; Afeo File 

: AliSn Fils 
appeals 
I Asylum 
I Child Support 
i Citizenship National R&vtet 
| Consultation 
I Contract 
iDubts OriOd 

[Dual Citizenship 
i Family History 
I Hastlan Refugee immigratio 
I Handbooks, Manuals 
| Inheritance 
Tutoinus .Audit 
\ investigations 
ilegai Immigration &. Family 
; LegalizafenMpmio Appeal 
i Medical His tory 
: HOK Addresses 
[Nicaraguan & Central Arnes 
iNon- A'File Material 
[OTHER 
IRessidns 
fPorsonnal 

[Proof of Naturalization 
: Referral 

jsFR cases at nrc 
I Special Interest Croup 

l waste. Fraud;. Abuse 

There are 35 different categories of requests. However, the most commonly used ones 
are: 

6.3.4. 1 Alien File - The Requestor is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 1951 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 1951 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 

g. Requests for copies of Refugee files/ Asylum files 
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6.3.4.2 Specific Documents - The Requestor is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case. As a rule, 
you should create a case as Specific Documents if the Requestor is asking for up 
to three documents. If a Requestor is asking for an asylum application and 
supporting documents, or refugee documents you should create it as Asylum, 
Track 2, or a refugee request as Alien file, Track 2. 

You must update the language in any Specific Document request to specify what 
documents have been requested. See section 9 for CBP and ICE referrals. 

6.3.4.3 Deferred Action for Childhood Arrival 



Please select Category: Deferred Action for Childhood Arrival in any of the 
following circumstances: 

• If the subject of record mentions DACA or Deferred Action for Childhood 
Arrival 

• If the subject mentions being a child on arrival in the United States 

• If the subject mentions the "DREAM Act" and you can tell he or she is 
referring to DACA 

• If you see evidence that the person filed Form I-821D in CLAIMS or PCQS. 

Exception: If the FCO is SFR, please select SFR as the category. SFR has priority. 

6.3.4.4 Significant Interest Group (SIG) Requests - Generally speaking, SIG 
processes non-A-File FOIA requests with a few exceptions. Please send requests 
involving A-files belonging to high-profile individuals, along with all A-file 
requests submitted by the media, to SIG for handling. 


6.3.4.4.1 Direct the following requests to SIG for handling if: 

a. The FOIA request is for congressional correspondence; 

b. The FOIA request is from a member of the media; 

c. The FOIA request is from a member of an activist group, watchdog 
organization, special interest group, etc.; Such organizations include: 
AIL A, ACLU, CAIR, CREW, EFF 

d. The FOIA request is for a vacancy announcement 

e. The FOIA request is for personnel records 

f. The FOIA request is for records related to an investigation. It may 
mention: 

a. Report of Investigation 

b. OSI Investigation 
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c. Background Investigation (These are not USCIS requests - 
they are redirected to OPM, however, SIG will handle the 
redirect). 

g. The FOIA request relates to a USCIS contract 

h. The FOIA request relates to a USCIS grant program 

i. The FOIA request mentions “EB-5” or “Regional Center” records 

j . The FOIA request is for data/stati sties 

k. The FOIA request is a PA Amendment 

a. The Requestor wants to correct information in their records 

b. The Requestor mentions “SAVE” 

l. The FOIA request is a hybrid, the Requestor is seeking both A-File 
material AND non-A-File material (for example: “My child’s A-fde 
and all USCIS adjudication policies for Vietnam adoptions”) 

m. The FOIA request is for emails. 

Items listed above are suggestive and not exclusive. 

6.3.4.4.2 If you believe a request qualifies as a SIG request, create the case in 
the NRC queue, but do not staff or create an acknowledgment letter. Create 
the case as follows: Track 2; Type: FOIA Request; Source: Others; Category: 
Others. Do not enter subject’s name or A-Number. You must enter a short 
description into the Topic block. Send an e-mail to NRC. FOIASIG and enter 
a discussion note into FIPS explaining the situation. Send the case to Unit 
Chief. 

When the FOIA request is for both an immigration file and e-mail, please staff 
for the file. Next, create a RAF ACS staffing slot for the e-mail. Send an e- 
mail to NRC, FOIASIG , explain the situation in a discussion and send the 
case to Unit Chief. 

A SIG processor will review the case and move it to their queue if it is truly a 
SIG case. A SIG processor will then finish the creation, create the staffing 
and acknowledgment letter. If you have questions or need to send information 
regarding a possible SIG case send it to their e-mail address: NRC, FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 
This category is very important. SFR cases at NRC can apply to cases in any 
processing Track. It does not matter what Track the case is in - if the FCO is 
SFR, you must make the Category “SFR cases at NRC.” 
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6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

A - Naturalization Certificate Files (C-files) from September 27, 1906 to April 1, 
1956 

B- Alien Registration Forms from August 1, 1940 to March 31, 1944 

C. Visa files from July 1, 1924 to March 31, 1944 

D. Registry Files from March 2, 1929 to March 31, 1944 

E. Alien Files (A-files) numbered below 8 million (A8000000) and documents 
therein dated prior to May 1, 1951 


The case is not Genealogy unless it meets one of the above criteria. If there is a 
cover sheet with instructions, such as a Hybrid Genealogy cover sheet, please 
follow the instructions on the cover sheet, rather than the instructions in this 
paragraph. If the case you are creating does meet the criteria for Genealogy, 
select Category OTHER, then do the following: 

a. Create the case. 

b. Do not staff for the file or create an acknowledgement 
letter. 

c. Select Final Action Letter and redirect (RD) the case to 
“USCIS Genealogy Program.” Use the “RD -Genealogy” 
letter unless you have a request for dual Italian 
Citizenship. If you have a request for dual Italian 
Citizenship use the “Genealogy form -ItalianCif ’ 

letter. Both letters are located on the 0 drive 
(O:\Foia\FOIA LIBRARY). Copy and paste the 
appropriate letter over the default letter. 

d. After the case is created and the letter has been generated, 
prepare a discussion and send the case to Unit Chief. 

e. Send an email to NRC, GEN (nrc.gen@uscis.dhs.gov) and 
copy your supervisor with the control number for review. 
Please case note accordingly. 


If it does not meet the criteria for genealogy it will be returned to you in the Case 
Create queue to send an acknowledgment letter and staff for records. 

If it does meet the criteria, Unit Chief will return the case to you to close. 
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6.3.4.7 Border Crossing Card: Sometimes a person has no other record than a 
Border Crossing Card, and you will know this because the only record you can 
find for that person is an alien number between 80,000,000 and 86,999,999. If 
that is the only record you are able to find, select Category OTHER, and then 
refer to Section 12. 13 of this guide. 


6.3.5 Bureau 


Bureau:! CIS ..*;! 

!cbp 

lllMill 

ICE % 

The Bureau selections are used to track cases and apply equally to all processing 
Tracks. Bureau should be determined by the location of the file at the time the 
case is created. The three possible selections for Bureau are: 

ICE - Select this when the Requestor is seeking information in connection with 
deportation hearings and other immigration related litigation (OPLA/DRO/SAC), 
based on the NFTS ICE staffing locations. Please set the bureau to ICE if either 
an A-file or T-file is at an ICE staffing location, regardless of where other files 
may be. 

CIS - This is the default in FIPS. Leave it selected unless it falls under ICE or 
CBP. 

CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods. Note: If request is for entry/exit information and the 
Requestor/subiect provided an alien number, request the file. 

6.3.6 Is there a request for expedited treatment? 


Exp edited I Not Requested 1 1 j 

SBI 

\ Requested 
\ Granted 

[Denied j 
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A Requestor may ask for his or her request to be expedited and processed outside the 
order of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the Requestor establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 

or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the Requestor is a person primarily engaged in disseminating 
information. 

A Requestor who seeks expedited processing must explain in detail the basis of the need 
and submit a separate statement that the facts are certified to be true and correct to the 
best of his or her knowledge and belief. The Requestor must establish that one of the 
following situations exists in order to receive expedited treatment of his or her FOIA/PA 
request. If a Requestor asks for expedited processing and fails to meet the criteria, we 
process the request in the appropriate track, using the “first in/first out” rule [See 6 C.F.R. 
§ 5.5(a)], 

6.3.6.1 Reviewing Expedited Treatment Requests 

The OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. With or without a coversheet attached to the request, you will still need 
to review the request. Helpful review information: 

A. If you search for duplicates and find the case recently closed as FC or 
NR, refer to the guidelines in 6.3.6 4 or 6. 3. 6. 5, depending on whether 
expedited processing was granted or denied. In any case, you must 
read the entire request carefully to ensure it is or isn’t a new FOIA 
request. Sometimes the request will be similar to the closed case but 
now the Requestor is seeking additional documents or is responding to 
the closed case. 

B. If you find an open pending FOIA request or a case closed as PD or 
G1 within 6 months, we consider it a duplicate request with a request 
for expedited treatment. Refer to section 6.4. 
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C. If you find a recently closed case with the final action codes of RD, RF, 
or DP, it may also be a duplicate request with a request for expedited 
treatment. Refer to section 6.4 if you determine it is, but otherwise 
refer to section 6. 3. 6.2. 3. 

6.3.6.2 Resubmitted for expedited processing: If the requested file has already been 
scanned because of a currently open FOIA request that has now been resubmitted for 
expedited processing, do not create a new case. You should send the request to Research 
where they will attach the new request to the existing case as a CSD. Helpful steps to 
reviewing duplicate or currently open expedited treatment requests are: 

A. Search and review any existing duplicate cases. 

B. Review the new request documents to ensure it is a duplicate case 
with Expedited Treatment Requested. 

C. Attach the new request as a duplicate (DP) to the current open 
pending FOIA request case. 

D. Enter a Discussion on the original FOIA request case, “To 
Research, Expedited Treatment Requested, and briefly describe 
your findings. 

E. Send the new request to the Research queue. The Research point of 
contact (POC) will attach the new request to the existing/pending 
case as a CSD and complete the expedited approval or denial 
actions, if needed. 

6.3.6.2.1 If expedited processing has been granted based on new information and 
a duplicate (DP) case exists, follow the guidance listed above in sections 6. 3. 6.2, 
(A-E). 


6.3.6.2.2 If expedited treatment was already denied or approved in the currently 
open prior case, and the supervisor’s decision is the same , if you have not already 
created the case, you may send to Research, where they will attach your request to 
the original case as a CSD. Follow the guidance listed above in section 6.3. 6.2, 
(A-E), or if the case is a duplicate case (all new expedited request documents that 
are the exact same FOIA request documents previously submitted at the same 
time, in a currently open or prior case), follow the guidance in section 6.4, 
Searching for Duplicate Cases. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed , either close it as DP and send a duplicate letter or create it as a new case. 

If in doubt, consult your supervisor. Please refer to the section 6.4 on DP 
(duplicate) Cases, and the previous guidance listed above on reviewing expedited 
treatment requests. Create a Discussion with your findings on the original FOIA 
case prior to sending to Research or closing as a DP case. 
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6.3.6.3 Sometimes the OA room will miss an expedited request or there is no coversheet 
attached. As you are reading the request, you will notice the Requestor has asked for 
expedited treatment within the body of their letter, and it would not have been obvious to 
anybody who had not thoroughly read the letter. If this happens, do not select anything 
(requested, approved or denied) in the drop-down box at this time and do not create the 
Expedited Denial Letter, the Acknowledgement letter or the Staffing letter. 

A supervisor must review newly created FOIA Request cases with Expedited Treatment 
requests in the Unit Chief (UC) Queue, before selecting expedited processing or 
addressing the decisions. If the review process was missed and/or the coversheet is 
missing you must then do the following: 

A. Create the case 

B. Enter a Discussion prior to sending to the UC (Unit Chief Queue) 

“Expedited Treatment Requested per page(s) , denied/approved” 

C. Send the request to UC (Unit Chief Queue) 

D. E-mail your supervisor with NRC FOIA Request number and the 
details. 

E. Send the request to UC (Unit Chief Queue). 

When the case is returned to you from the Unit Chief in the Case Create queue, review 
the decision, refer to 6. 3. 6.4 or 6.3. 6.5 whichever applies. 

6.3.6.4 If the supervisor granted expedited processing, you will not create an Expedited 
Denial Letter, of course. You must select “ Granted ” in the Expedited drop-down box. 
When you create the acknowledgement letter, it will not address the fact that Expedited 
Treatment is granted. 

A. Select “Granted” in the Expedited drop-down box. 

B. When you create the acknowledgement letter, it will not address the fact 
that Expedited Treatment is granted. After completing the 
acknowledgement letter you will then need to create a “Blank Letter” and 
add the following: “This letter serves to notify you that your case has 
been approved for expedited processing.” Make sure you review both 
letters for accuracy and complete the selected processes by saving each 
letter and by checking the letters in. 

C. Create a Discussion “Expedited Approved by supervisor.” 

D. Complete any remaining actions as needed. You have now completed the 
Expedited Treatment Request as approved per the Unit Chief/Supervisor’s 
guidance. 
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USCIS denies most requests for expedited treatment because the Requestor fails to 
establish either of the necessary criteria. 

6.3.6.5 If the supervisor denied expedited processing, you must select “ Denied ” in the 
Expedited drop-box. After this, you should create the Expedited Denial Letter. If the 
supervisor denied expedited processing, we must advise the Requestor of the criteria for 
expediting a request and offer an opportunity to resubmit additional justification. The 
Requestor also has the right to appeal the decision to the USCIS FOIA Appeals Office. 


A. Select expedited denied by clicking on the Expedited drop down box. 

B. Advise the Requestor in this denial letter of the criteria for expediting 
a request and offer an opportunity to resubmit additional justification. 
The Requestor also has the right to appeal the decision to the USCIS 
FOIA Appeals Office. Select the Expedited Denial Letter. A Word 
document explaining the denial and appeal rights will pop up. After 
you have done any editing necessary, save the document and check it 
back in. 

C. Enter a final Discussion note “Expedited Denied by supervisor.” 

D. Complete any remaining actions as needed. You have now completed 
the Expedited Treatment Request, denied per the Unit 
Chief/Supervisor’s guidance. 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the Requestor has asked for 
Expedited Treatment and Track 3, treat it as if it is a Track 3 request and follow the 
instructions in section 6. 3. 1.3. 
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Ii. Processing 

Successfully generated letter Expedited: Treatment FOIA Denial 
Click on OK to continue. 


A dialog box will pop up. Select “Save”: 
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Cancel 


A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it in. 


If you have made expedited granted selection, your acknowledgement letter will not 
address expedited treatment granted. Refer to section 6.3. 6.4, for granted letter guidance. 


6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that you must create additional cases, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. The Supervisor will make the determination or the supervisor will 
make a statement to that effect on the cover sheet, and of course, in such a situation, you 
would not mark the child cases as expedited treatment requests. Send the case to the Unit 
Chief Queue (UC) if an approval or denial is needed. Refer to section 6.6 of this guide 
when creating additional cases. 


81 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2353 



6.3.6.8 If there is an Expedited Treatment Requested cover sheet, but for any reason, the 
disposition of the case is to Up-front Approver, then please change the Expedited drop- 
down box to “Not Requested” before you send the case to Up-front Approver. Because 
we are not generating a letter regarding expedited treatment denial or grant, and because 
it would cause erroneous reporting of Expedited Treatment Requests, you must change it 
to “Not Requested.” 

6.3.7 Is there a request for fee waiver? 


Fee Waiver ! Reqyested v 

| Requested 
| Granted 
I Den ied 


The Requestor may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 

A Requestor must meet two requirements in order for USCIS to grant a fee waiver: 

1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the Requestor. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“ Fees and Fee Waivers . ” 

If there is no coversheet, how will you recognize a fee waiver request? Please follow 
these guidelines: 

1 . If the Requestor mentions fee waiver at all, treat it as a request for fee waiver. 

2. If the Requestor says anything about not being required to pay, treat it as a 
request for fee waiver. 

3. If the form is titled "Fee Waiver Request," treat it as a request for fee waiver. 

4. You may call the Requestor to verify that it is a fee waiver request. If you call, 
please insert a Discussion. If you tried to call but were not able to speak with the 
Requestor, please insert a Discussion saying so. 

5. If the Requestor provides some statement of financial insolvency but makes no 
mention of fee waiver request or does not mention inability to pay, then it does 
not constitute a fee waiver request, and we ignore it. 

6. Contact a supervisor if you are unsure. If you have specific guidance from a 
supervisor, please insert a Discussion saying so. 
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6.3.7. 1 When a Requestor has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. The supervisor may determine to deny based upon 
the two criteria listed above. If the supervisor marked denied, you must select “Denied” 
in the Fee Waiver drop-down box on the FIPS worksheet. Regardless of the decision on 
the fee waiver, you must insert a Discussion in FIPS indicating that you addressed the fee 
waiver request. 

Fee Waiver Denied with Coversheet 

A. Select “Denied” in the Fee Waiver drop-down box. 

B. Create a Specialty Letter and select Fee Waiver Denied. 


6.3.7.2 When you are finished creating a case with a fee waiver denial, create a Specialty 
Letter and select Fee Waiver Denied, edit the document if necessary and then create the 
case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the Requestor meets the requirements for fee waiver (and there 
was no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail 
your supervisor with the details. A supervisor will make the decision to approve or deny 
the fee waiver and send the case back to you in the case create role. At that point, you 
will select either “Granted” or “Denied.” 

Fee Waiver Request Without Coversheet 

A. Do not select anything in the Fee Waiver Request drop down box 

B. Create the case, but do not staff or create acknowledgement letter 

C. Add a Discussion note and send to Unit Chief 

D. Send an e-mail to your supervisor 

E. After a decision is made, the case will be returned to your Case Create 
queue 

F. Then use 6. 3. 7.4 for denied or 6.3. 7.5 for granted, whichever applies. 

6.3.7.4 Fee Waiver Denied 

A. Select “Denied” in the Fee Waiver drop-down box. 

B. Create a Specialty Letter and select Fee Waiver Denied. 

6.3.7.5 Fee Waiver Granted 

A. Select “Granted” in the Fee Waiver drop-down box. After the case has 
been created as normal, 
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B. Create a Blank Letter with the following sentence included, “This is to 
inform you that your request for a fee waiver has been granted.” 

6.3.1. 6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” and click Save before you send the case to Up-front 
Approver . Because we are not generating a letter regarding Fee Waiver denial or grant, 
and because it would cause erroneous reporting of Fee Waiver Requests, you must 
change it to “Not Requested.” If you are closing the case Up-front, do not generate a 
letter regarding whether the Fee Waiver was denied or granted. If you are not sure, 
please consult your supervisor. 

6.3.8 Print to CD 

1] Print To CD 
LJ PA Cited 
Lj In Litigation: 

El In Circular Search 
U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all Requestors (with two exceptions). When we send out the 
acknowledgement letter to the Requestor, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 

RULES FOR UNCHECKING “PRINT TO CD” 

6.3.8.1 Unchecking the Print to CD Box 

Uncheck the “Print to CD box” on any case where the mailing address of Requestor is 
to a correctional facility or unless the Requestor specified paper in the initial request 
letter. 

6.3.8.2 If the mailing address is foreign, it does not matter if they ask for paper. We 
are sending it on CD. If you are unsure, please consult your supervisor. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the Requestor we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the sentence that begins with “This office will be 
providing your records on a Compact Disc (CD)” and replacing it with a paragraph 
that reads “This office will be providing your records on paper.” 

6.3.8.4 If the Requestor is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 
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6.3.8.5 If a Requestor in the United States specifically asks for his or her records on 
paper, uncheck “Print to CD” box create a Discussion note citing the reason. In such 
an instance, you must modify the acknowledgment letter so that we do not tell the 
Requestor we are printing the responsive records to CD. Modify the 
acknowledgement letter by removing the paragraph that begins with “This office will 
be providing your records on a Compact Disc (CD)” and replace it with a paragraph 
that reads “This office will be providing your records on paper.” 

6.3.9 Is this a delinquent Requestor? 

□ print To CD 

□ PA Cited 

U In Litigation 

PI In Circular S earch 
I Delinquent] 


The Delinquent Requestor search helps FIPS users identify Requestors who have unpaid 
bills in the system. Requestors are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the Requestor, FIPS will automatically conduct a search 
for delinquent fees owed by that Requestor, using the last name of the Requestor. If the 
Requestor is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 
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To view other cases for the same Requestor, click the Query icon next to the 
delinquent notice. 
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The query results appear in a separate window. 
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Query Results 


I lf; http://10.63. 16.238:7001/sonora/Query?op=m8marre=sQry_getDelinquentCasesForCase&.CASEID=8704 

Control Number Closed Fee Charged Fee Collected 

[DLS2010000044 4/21/2010 1,500 

I Total itam(s) found (1) 


If a Requestor/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/Requestor submits a new FOIA request, the Delinquent Requestor notification is 
going to pop up. Your Requestor may possibly not be on the pop-up list. FIPS conducts 
a search by the last name(s) of delinquent Requestors. 

DELINQUENT REQUESTOR RULES: 

6 . 3 . 9. 1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, F IP S PROBLE M (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent Requestor and the delinquent case number(s). 

6 . 3 . 9.2 If you encounter a delinquent Requestor from a FIPS Lite office, do not treat 
them as delinquent. You will know the request was processed in FIPS Lite when you 
open the case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the Requestor of the case you are creating is the same Requestor that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
Requestor matches your Requestor, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your Requestor and 
click ok. 


Next, to create the case, go to the Tasks tab and click: 

Contents iliillllfex Discussions Case Actions $$ 

Task Status 

iCreate f Cas^ Not Started: 

SeardiQr Duplicate Cases Not Started 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the Requestor is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating additional cases, you should do so before you prepare the 
Acknowledgment Letter and File Request(s) for the original case. For instructions, 
please refer to section 6.6 of this guide. 


NOTE: A FOIA/PA Assistant or Government Information Specialist working in Records 
Locator queue may need to cancel pending Requestor documentation for cases pending 
payment of fees due to a prior delinquent status that has been removed, because the 
system does not. 

If the FOIA/PA Assistant or Government Information Specialist working in Records 
Locator queue does cancel pending Requestor documentation, he or she should generate a 
new acknowledgement letter and staff the case as usual. 


If the Requestor has more than one delinquent case, you will have to add up the total and 
modify the delinquent Requestor letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter, save the letter and check it in 


We will take no further action until the delinquency is resolved. Please pend. 


: Records Ceeafer : : j: Gass- Processor Cass Approver ;i Unit Chief; || Up-front Approver -(Pend.;! Reassign Office [[ Send to Research I- : Delete Opeb : be:cL 


Before you move to another part of the case create process, click: 



6.4 SEARCH FOR DUPLICATE CASES 

Before you begin filling in the worksheet, you should look for duplicates. Duplicate cases are 
cases in which the request was submitted multiple times to the Service, or was inadvertently 
scanned into FIPS multiple times, or are cases that we previously processed. To be considered a 
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duplicate, a request must be from the same Requestor, include the same request documents dated 
on or about the same date and is seeking the same information about the same subject. If there is 
a request with an ICE or CBP referral letter, the letter should have been attached to the open 
pending original case as a CSD. Please do not close this case ER. Send the case to research. 

Sometimes a Requestor will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
receiving offices will then in turn, send these requests to NRC. These are true duplicate cases 
when an office has already processed this request with a final action code of either PI) or Gl. If 
the original case is ready to be processed, send to research to attach as a CSD. If we closed a 
previous case FC and the Requestor is now providing additional information, it is not a duplicate. 

This does not include instances in which the Requestor has faxed the request and then mailed it. 
If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Set this case 
as a DP (duplicate) case to the open pending original case and modify (insert the “Upon review” 
statement. . . ) your Final Action Letter. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the Requestor did not provide an alien number, you may search 
by the subject’s last name and first name, or even by the Requestor’s last name and first name. 
You may use a percent sign (%) as a wild-card for these searches. For example, if the 
Requestor’s name is Jaime Vazquez, but you see he also has spelled his name Vasquez - you can 
search by Subject Last Name “Va%quez” and Subject First Name “Jaime.” We may have 
created a case for him before using either the name Vasquez or Vazquez, and we may have 
included his second last name, Hernandez. If you search “Va%que%” it will find all three of 
those variations, but be careful - if the subject has a very common name, you might get hundreds 
of matches. If the subject has multiple A-Numbers, you must search for each one. Sometimes 
they will provide an A-Number that has consolidated into another file. You may stop searching 
if you determine that those A-Numbers have been consolidated. Staff only for the survivor file 
- never a consolidated file. 
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Ordinarily, you will get a blank result. 


Processing 


Control Wamffi R^qa^ster^ Last first W&ddfe Topic h Status CBteig^ry Final In 
Number Last Name First Name Name Name Name Number Action Litigation 


Search Comglete j Search Again 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requestor Last Name, and so forth. However, the search may yield an open case: 


'!* k‘*! !* j: j ' ' ' ' 
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y'frjv' £<lf N : V$t’i 

x ij 


If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of 
it) to open the matching case and carefully review it to be sure it is a duplicate. To be a 
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“true duplicate,” it needs to be the same Requestor, seeking the same information about 
the same subject. Also, duplicate would not apply if the original case closed FC unless 
we are still missing the same information that caused the case to close. 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

A. If there has been a case that was closed G1 or PD within six months from same 
Requestor - close the case with final action code DP. Modify the final action letter as 
follows: 

Upon review of the FOIA/PA Tracking System, we discovered that your request had 
been duplicated within the system. This request has been closed out. The original 
request NRC201xxxxxxx, was closed on (insert case close date) and a copy of the 
requested records were mailed to you on that date. Please contact us if you have not 
received a copy of the records. 

B. This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a “true duplicate” of another case and 
closed G1 or PD within six months from same Requestor, you will select “Set this case as 
duplicate to original case” as follows: 
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If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” with the case number of the other case in each of the cases, so that a processor or approver 
can review both. 

If the date of the request is either the same as your request or within a very few days and: 

A. The Requestor is the same, and 

B. The information being requested is the same in both requests, 

Close this case as a duplicate. Attach the case as a duplicate case by selecting “Set this case as 
duplicate to original case”, next select “Create Case” and close the case with a final action code 
of DP and modify (insert the “Upon review” statement. . .) your Final Action Letter. Next, enter 
a case Discussion and send the case to the Up-front Approver. 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 

6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 
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(b)(6) 


If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 


To begin the search, select the Tasks tab and click Search for Duplicate Cases. 
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Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When you have 
entered all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 

To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 
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A message appears in the Case Info tab confirming that you copied the document into the new 
case: 
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6.6 CREATING ADDITIONAL CASES 

At times, you may have to create additional cases. For instance, a Requestor might send in one 
G-639 and ask for "all petitions filed for my three children, whose birth certificates are attached." 
Those petitions may be consolidated into the children’s A-files, or they may be unconsolidated. 
When the Requestor is seeking information relating to more than one person on one FOIA 
request, you must create an additional case for each individual. This is true even if you are going 
to close all of the cases FC. 

After you have created the first case, but before you have prepared a staffing letter or an 
acknowledgment letter, go to the Tasks tab and click on Create Additional Cases. 
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FIPS will ask how many cases need to create and will then create them. 


94 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2366 



||k Processing 


tar- ' 


Mumfeer of Additional Cases 


IHZj 

I Create ( 


The first case created from the request becomes the “Parent case;” all subsequent cases created 
(one case for each subject) become the “Child cases.” FIPS assigns consecutive case control 
numbers to the Parent case and all related Child cases, and the cases are given higher priority in 
the queue so that the Case Creator can process all related cases together. Requestor data from 
the Parent case is automatically added to all related child cases, as are the initial request letter 
and any related case supporting documents. 

If you forget to create additional cases before you create acknowledgment letters, those 
documents will carry over into the Child cases. All is not lost. You may simply change the 
acknowledgment letters and save them in the Child cases. Unfortunately, you will have to cancel 
the staffings. Go to the Contents tab, click on “Staffing Response” or “Responsive Records,” 
click on “Manage Document,” maximize that screen, click on “Cancel Request,” and then go 
back to the Tasks tab and create a new file request based on the correct set of responsive records. 

After you have created the first case, but before you have prepared a staffing letter or an 
acknowledgment letter, go to the Tasks tab and click on Create Additional Cases. FIPS will ask 
how many cases need to create and will then create them semi-sequentially. That is to say, FIPS 
will number the cases in sequence, but if another person creates a case while the process is 
ongoing, that case will take the next available number, so your additional cases might not have 
exactly sequential numbers. FIPS has the ability to create a parent case with up to 25 child cases. 
FIPS will automatically insert into each case a note remarking on the fact that the current case is 
a part of a parent/child case. 

When the Requestor is seeking information relating to multiple individuals on one FOIA request, 
you must create a separate case for each individual. 

After FIPS finishes creating the new case(s), you will need to create an acknowledgement letter, 
request any additional information (if applicable) and staff for responsive records. Of course, 
nothing is ever this simple all of the time. Now you are ready to determine certification of 
agreement and PII. 
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7 CERTIFICATION OF AGREEMENT, VERIFICATION OF 
IDENTITY, AND DESCRIPTION OF RECORDS (G-639, dated 3- 
31-2015) 

Note: On this version of the Form G-639, Certification of Agreement (consent) and Verification 
of Identity are combined. For Verification of Identity you still need a name, current address, date 
of birth, place of birth, and a signature. 

However, you only need one signature, either notarized or signed under Penalty of Peijury. If the 
any of the above items are missing, close the case as a failure to comply. 

Do not close any cases as Total Denials based solely on the Form G-639 (3-31-15). 
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A Privacy Act Record is any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. 

An A-number is an "identifying number" assigned to a single individual. That makes an A-file a 
Privacy Act Record. 

A CBP incident could involve several people. A CBP Incident Report is filed by a number 
which is not an "identifying particular" for any individual. Even though the file most likely 
contains sensitive PII, a CBP Incident Report is not a Privacy Act Record. A USCIS contract is 
another example of a document that is filed by a number, but that number is not an identifying 
particular for any individual. 

If a person requests a non-Privacy Act Record, he or she must request it under the FOIA. The 
agency will review the record and withhold information that is exempt, including sensitive 
information about individuals in the record. An individual involved in that record could provide 
a signed agreement which will allow the agency to release information about that individual to 
whatever Requestor. 

Any time a person other than the subject of a Privacy Act Record requests the record, the subject 
of record must provide the agency with a signed statement agreeing that the agency may release 
information in that file to the Requestor. 

Unconsolidated petitions are not always one way or the other. An 1-360 could be associated with 
only one person and an 1-130 is associated with two or more people. If a third party requests an 
unconsolidated petition, we need an agreement to release information from at least one of the 
people associated with the petition. 

If a person is not requesting a Privacy Act Record, then there is no requirement to establish 
Verification of Identity by mail, fax or e-mail, and do not require a signature. Requestors must 
provide name, mailing address and adequate description of the records they are seeking. By 
submitting the request, the person is agreeing to pay fees up to $25.00, unless they specify more. 

Additionally, if a Requestor establishes that the subject of record is deceased, or if the subject of 
record is more than 100 years old, then the Requestor is not required to establish his or her own 
Verification of Identity. The same requirements apply to a request for the file of a deceased 
person as apply to a request for a Non-Privacy Act Record. 
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In any third party request for a Privacy Act Record, we need either: 

• Verification of Identity to release information to the Requestor, or 

• Proof of parentage if the subject of record is a minor at the time of the request, or 

• Proof of court-appointed guardianship, or 

• Proof of death. 


7 CERTIFICATION OF AGREEMENT, VERIFICATION OF 
IDENTITY, AND DESCRIPTION OF RECORDS 

Certification of agreement, for the purposes of FOIA/PA is written agreement, approval or 
permission for access to information in the record by the competent individual to whom the 
record pertains. The case creator must review the request and supporting documents to 
determine if proper certification of agreement is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 

6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Any petition filed for another person creates special requirements for certification of agreement. 
Sometimes the VOI and certification of agreement the Requestor provided is sufficient, but 
sometimes not. If the Requestor is asking for a petition, please refer to section 12. 16 of this 
guide. 

A person does not need to sign certification of agreement to request his or her own file. 
Certification of agreement could be: 

A. Block 3 on Form G-639, or 

B. A properly executed Form G-28, or 

C. A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby agree to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 
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Form G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, has been 
revised (03/04/2015). As of May 15, 2015, USCIS no longer accepts prior versions of the G-28. 

As a FOIA/PA Assistant, this may affect your decision on certification of agreement in the 
following instances: 

• If certification of agreement is provided on no other place except Form G-28, 

• Then the attorney must use a properly executed new Form G-28 (revision of 03/04/2015). 

• If the Form G-28 is an older version than the revision of 03/04/2015, then you will close the 
case FC, not TD. Please refer to section 16b of this guide. 

• If the new Form G-28 (revision of 03/04/2015) is not properly executed, then you will close the 
case TD (inadequate Certification of Agreement). Please refer to section 16a of this guide. 

The G-28 might not matter. If there is adequate certification of agreement someplace else in 
the request, such as on Form G-639 or on a separate statement, the version of Form G-28 or if it 
was properly executed does not matter. 

A Privacy Act Record is any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. 

An A-number is an "identifying number" assigned to a single individual. That makes an A-file a 
Privacy Act Record. 

A CBP incident could involve several people. A CBP Incident Report is filed by a number 
which is not an "identifying particular" for any individual. Even though the file most likely 
contains sensitive PII, a CBP Incident Report is not a Privacy Act Record. A USCIS contract is 
another example of a document that is filed by a number, but that number is not an identifying 
particular for any individual. 

If a person requests a non-Privacy Act Record, he or she must request it under the FOIA. The 
agency will review the record and withhold information that is exempt, including sensitive 
information about individuals in the record. An individual involved in that record could provide 
a signed agreement which will allow the agency to release information about that individual to 
whatever Requestor. 

Any time a person other than the subject of a Privacy Act Record requests the record, the subject 
of record must provide the agency with a signed statement agreeing that the agency may release 
information in that file to the Requestor. We refer to that as "certification of agreement." 

A subject of record is not required to provide a certification of agreement signed by himself or 
herself giving us permission to release information to himself or herself. 
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Unconsolidated petitions are not always one way or the other. An 1-360 could be associated with 
only one person and an 1-130 is associated with two or more people. If a third party requests an 
unconsolidated petition, we need an agreement to release information from at least one of the 
people associated with the petition. 

If a person is not requesting a Privacy Act Record, then there is no requirement to establish 
Verification of Identity or Certification of Agreement. Non-Privacy Act Record requests 
frequently fall under SIG. Such a request may arrive by mail, fax or e-mail, and do not require a 
signature. Requestors must provide name, mailing address and adequate description of the 
records they are seeking. By submitting the request, the person is agreeing to pay fees up to 
$25.00, unless they specify more. 

Additionally, if a Requestor establishes that the subject of record is deceased, or if the subject of 
record is more than 100 years old, then the Requestor is not required to establish his or her own 
Verification of Identity. The same requirements apply to a request for the file of a deceased 
person as apply to a request for a Non-Privacy Act Record. 

In any third party request for a Privacy Act Record, we need either: 

• A certification of agreement to release information to the Requestor, or 

• Proof of parentage if the subject of record is a minor at the time of the request, or 

• Proof of court-appointed guardianship, or 

• Proof of death. 

If none of those elements are present, VOI becomes irrelevant. We will close the case as a total 
denial (TD). For TD procedure, please refer to section 16a, TD (total denial) Case Closings. 
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7.1 Certification of agreement of parents or guardians 
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If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming the Requestor as a legal parent. If guardians file on behalf of their wards, they must 
submit proof of guardianship. No certification of agreement is necessary from the minor child or 
the person judicially determined to be incompetent if the Requestor is the parent or guardian, 
however the parent or guardian must provide his or her own verification of identity that is 
notarized or signed under penalty of perjury [6C.F.R. § 5.21(e)], 

Please note: if the request references a baby from Vietnam, Cambodia, Guatemala, Nepal or 
Ethiopia, please refer to section 8.23 of this guide. If the Requestor is a prospective adoptive 
parent, we will provide any documents concerning them. If unsure, please consult a supervisor. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No certification of agreement is necessary from the 
minor child or the person judicially determined to be incompetent as long as the Requestor has 
proven parentage or guardianship [6 C.F.R. § 5.21(e)], 

If the Requestor asserts parentage or guardianship but does not provide proof, we will close the 
case as a total denial (TD). For TD procedure, please refer to section 16a, TD (total denial) Case 
Closings. 

Minors may request their own files; they do not have to have the certification of agreement from 
their parents or guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) 

If a requestor is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 

By 6 CFR § 5.21(d), we must have five items - name, current address, place of birth, date of 
birth and signature. The signature must be notarized or signed under penalty of peijury. If the 
requestor does not provide all five items, we will close the case as FC and insert the unperfected 
request language in the FC letter. We are required to conduct a thorough search as long as we 
have the required information. 

If we have verification of identity , but are unable to confirm a match because of multiple matches 
or a possible match, we may need more information to verify that we have the right file (i.e. 
parents names, alias names, alien number/receipt number). If we ask them for additional 
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information, the information they send back to us does not have to be signed under penalty of 
perjury or notarized. Do not request any information that has been marked as unknown or 
otherwise indicated that they do not know it. The requestor may indicate that he or she does not 
know date of birth or place of birth, and we will still conduct a search. If the requestor declines 
to provide us with date of birth or place of birth, we will close the case FC. Please refer to 
section 16b, FC (failure to comply) CASE CLOSINGS of this guide. 

In addition, on February 17, 2011, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. 

6 CFR § 5.21(d) Verification of Identity, says the requestor must provide us: 

A. Full Name 

B. Current address 

C. Date of Birth 

D. Place of Birth 

E. Signature under penalty of perjury or signature notarized 

When you review the case and determine the requestor did not provide all five required pieces of 
information, you will close the case as a failure to comply (FC). Please refer to Section 16b: FC 
Case closings. Some examples of failure to comply (FC) are listed below. 

A. A requestor who provides full name, current address and alien number only has not 
provided sufficient verification of identity. The date and place of birth are missing. If 
any of the five required items is missing, close as a failure to comply (FC). 

B. G-639 Self Requests when the subject has not signed under Penalty of Peijury or 
Verification of Identity. Close as a failure to comply. 

C. If the requestor is asking for records concerning a living individual and it has not been 
signed under penalty of peijury nor notarized, close as a failure to comply. 


104 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2376 



8.a, □ Notarized Affidavit of Identity (Do NOT sign and 

date below until the notary public provides 
instructions to you.) 

By my signature. I consent to USCIS releasing the 
requested records to the requestor (if applicable) 
named in Fart 2, I also consent to pay all costs 
incurred; for search, duplication, and review of 
documents up to $25 (if filing this request for myself). 


Signature of Subject < 

>f Record 

Date of Signature (inn: 

l dd-yyyy) 

Subscribed and sworn to before r 

iie on this 

day of m t 

lie year 

Daytime Telephone Number 




Signs tare of Notary' 
My Commission Expires on 
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8 ,b. | Declaration Under Penally of Perjury 

By my signature, I consent to USCIS releasing the 
requested records to the requestor (if applicable) 
named in Part 2. 1 also consent, to pay all costs 
incurred for search, duplication, and review of 
documents up to $25 (if filing this request for myself), 

I certify 7 , swear, or affirm, under penalty of perjury 
under the la ws of the United States of America, that 
the information in this request is complete, true, and 
correct. 


Signature of Subject of Record 


Date of Si gnature (nmi/dd/yyyy) 


Closing as Failure to Comply (FC) for inadequate Verification of Identity: Please refer to 
section 16 of this guide. 

More information about VOI: The signature of the subject of record must either be notarized 
or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

A. The notarized signature of the subject or the signature under penalty of perjury does not 
need to be on the G-639. 

B If a requestor has inserted the penalty of perjury statement on ANY document, and the 
subject of record has signed the document, it fulfills the requirement to verify identity. 

C. The subject of record may have signed a separate letter, or any piece of paper including a 
G-28, but then only if the penalty of perjury statement is directly above the signature of 
the subject of record. 

D. DOJ-361, Certificate of Identity: we may not suggest or require that a requestor use a 
DOJ-361, but we can accept one as verification of identity with a signature under penalty 
of peijury or a notarized signature. 

E. For verification of identity, we will accept a statement containing the subject's name, 
current address, date of birth, and place of birth that is signed under penalty of perjury or 
notarized, or a sworn Jurat/ Affidavit. 

A current photo ID can be used for verification of identity. 
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“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of_ perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United State s or under any rule, regulation, order, or 
requirement made pursuant to law, any matter is required or permitted to be supported, 
evidenced, established, or proved by the sworn declaration, verification, certificate, statement, 
oath, or affidavit, in writing of the person making the same (other than a deposition, or an oath of 
office, or an oath required to be taken before a specified official other than a notary public), such 
matter may, with like force and effect, be supported, evidenced, established, or proved by the 
unsworn declaration, certificate, verification, or statement, in writing of such person which is 
subscribed by him, as true under penalty of peijury, and dated, in substantially the following 
form: 

(1) If executed without the United States: “I declare (or certify, verify, or state) under penalty of 
peijury under the laws of the United States of America that the foregoing is true and correct. 
Executed on (date). (Signature)”. 

(2) If executed within the United States, its territories, possessions, or commonwealths: “I declare 
(or certify, verify, or state) under penalty of peijury that the foregoing is true and correct. 
Executed on (date). (Signature)”. 


7.2 Verification of Identity (VOI) 

If a Requestor is asking for a Privacy Act record, he or she must provide verification of identity. 
Do not confuse verification of identity with certification of agreement. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 

By 6 CFR § 5.21(d), we must have five items - name, current address, place of birth, date of 
birth and signature. The signature must be notarized or signed under penalty of perjury. If the 
Requestor does not provide all five items, we will close the case as FC and insert the unperfected 
request language in the FC letter. We are required to conduct a thorough search as long as we 
have the required information. 
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If we have certification of agreement and verification of identity, but are unable to confirm a 
match because of multiple matches or a possible match, We may need more information to verify 
that we have the right file (i.e. parents names, alias names, alien number/receipt number). If we 
ask them for additional information, the information they send back to us does not have to be 
signed under penalty of perjury or notarized. Do not request any information that has been 
marked as unknown or otherwise indicated that they do not know it. The Requestor may indicate 
that he or she does not know date of birth or place of birth, and we will still conduct a search. If 
the Requestor declines to provide us with date of birth or place of birth, we will close the case 
FC. Please refer to section 16b, FC (failure to comply) CASE CLOSINGS of this guide. 

In addition, on February 17th, 201 1, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. 

6 CFR § 5.21(d) Verification of Identity, says the Requestor must provide us: 

A. Full Name 

B. Current address 

C. Date of Birth 

D. Place of Birth 

E. Signature under penalty of peijury or signature notarized 

When you review the case and determine the Requestor did not provide all five required pieces 
of information, you will close the case as a failure to comply (FC). Please refer to Section 16b: 
FC Case closings. Some examples of failure to comply (FC) are listed below. 

A. A Requestor who provides full name, current address and alien number only has not 
provided sufficient verification of identity. The date and place of birth are missing. If 
any of the five required items is missing, close as a failure to comply (FC). 

B. G-639 Self Requests when the subject has signed only the first page and the second page 
does not contain the signature of the subject but has been notarized. The Verification of 
Identity section was not signed. Close as a failure to comply. 

C. If the Requestor is asking for records concerning a living individual and if there is only 
one signature and it is not signed under penalty of peijury nor notarized, close as a failure 
to comply. 

Closing as Failure to Comply (FC) for inadequate Verification of Identity: Please refer to 
section 16 of this guide. 

More information about VOI: The subject of record must sign the request and his or her 
signature must either be notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu 
of notarized signature). 
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F. The notarized signature of the subject or the signature under penalty of perjury does not 
need to be on the G-639. 

G. If a Requestor has inserted the penalty of perjury statement on ANY document, and 
the subject of record has signed the document, it fulfills the requirement to verify 
identity. 

H. The subject of record may have signed a separate letter, or any piece of paper including a 
G-28, but then only if the penalty of perjury statement is directly above the signature of 
the subject of record. 

I. DOJ-36 1 , Certificate of Identity: we may not suggest or require that a Requestor use a 
DOJ-361, but we can accept one as verification of identity with a signature under penalty 
of peijury or a notarized signature. 

J. For verification of identity, we will accept a statement containing the subject's name, 
current address, date of birth, and place of birth that is signed under penalty of perjury or 
notarized, or a sworn Jurat/ Affidavit. 

A current photo ID can be used for verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of_ perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of peijury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or permitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that the foregoing is true 
and correct. Executed on (date). 
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(SIGNATURE)". 


7.3 Reasonable Description of Records Being Sought: 

7.3.1 Finding a Single Match 

If the Requestor provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request {staff for) the Alien file if there is only one 
match and there is no other indicator that it may not be the correct subject of record. If the 
Requestor provided the required information and we do not find a match or a possible match, and 
the subject of record would have entered the United States after 1975, we do not send out for 
additional information. You will prepare a No Record (NR) final action letter and close the case 
(see section 12.18.6, No Record). 

If the Requestor believes we have records, he or she may provide additional information in order 
to open a new request and have us conduct a second search. Always create a Discussion 
addressed to the case processor (CP), justifying why you sent for additional information and 
whenever you staff for a possible match based on best available information. 

7.3.2 Finding Multiple Matches 

Sometimes a requestor provides complete Verification of Identity, but you still cannot locate the 
Subject of Record. Common subject names will result in multiple name and date of birth 
matches. You may find no matches at all. You may need additional beneficiary and/or petitioner 
PII to find a petition. In situations like this, we do not have a reasonable description of the 
records the requestor wants. We will have to ask for additional requestor documentation, 
specifically: 

A. Alien Number (if known) 

B. Application/Petition Receipt Number (if known). 

Additionally, we may ask for items of information such as names of the mother and father. If you 
have found more than one possible match, and those matches have parents’ names in CIS, we 
can narrow our search or confirm we have the right A-Number. The requestor is not required by 
law or regulation to provide that information, but if the requestor does not, we may be unable to 
locate a responsive record. 

Please request the additional PII with your Acknowledgement Letter. Check all relevant boxes 
on the requestor documentation worksheet, save the letter, and check it in. Do not staff for a file 
if you are sending for requestor documentation. In the “Contents” tab, you will see a Pending slot 
for Requestor Documentation. Send the case to Pend. After we receive a response from the 
requestor, a FOLA/PA Assistant or Government Information Specialist working in Records 
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Locator queue will request the file. The processor will use the requested information to verify the 
release of the correct records. 

Note: if the requestor entered “unknown,” or “none” for any element of the above PII, please do 
not request this information as part of the Acknowledgement Letter. For example, if the 
requestor entered “unknown,” “none” or “N/A” under Alien Number, it does not make sense to 
ask for their A-Number. You may have to use discretion. If you found parents’ names in CIS and 
it would help to match the person to the A-Number, you may ask them for parents’ names, even 
though the requestor may have entered “unknown,” “none” or “N/A” under Father’s Name and 
Mother’s Name. If in doubt, please consult a supervisor. 

7.3.3 Researching Considerations 

7.3.3. 1 If you do not find a confirmed match, refer to Section 8, CASE CREATE 
SITUATIONS/OTHER PROBLEMS. 

7.3. 3. 2 Verify the Requestor is not asking for specific documents we would normally refer 
(RF) or Redirect (RD) and is not a part of the “Bracero Program” (section 8.6), or 
entered into the United States prior to 1975 (section 12.7.5), Genealogy (section 
6.3.4.6), etc. 

7.3. 3. 3 After you make sure none of the above situations apply, you will then need to close 
the case as a No Record, (NR) final action code. Please refer to section 12. 18.6, No 
Record. 

7.3. 3. 4 Always create a Discussion to document your findings and the reason you decided to 
request the additional information. If you do not enter a Discussion, the Records 
Locator (RL) and Case Processor (CP) will not know what you found in your 
searches. 

If you send an acknowledgment letter requesting additional information, please do not request a 
file. This is to avoid having to pay for the file scan if the Requestor does not respond with 
additional information. Also, if we have to ask for additional information, we probably do not 
have enough information to staff for a file. 

7.3.4 Requesting Additional Information with the Acknowledgement Letter 

7.3.4. 1 Go to the “Tasks” tab and select “Acknowledgement Letter” 

7.3. 4.2 After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options 
screen will open. Options on this screen will allow you to ask for other 
documentation and will also allow you to add a Track 3 Denial or Lost File 
paragraph. 

7.3.4.3 We then click on “Generate Letter.” Our only option at that point is to click OK 

7.3. 4.4 As soon as you do, a File Save pop-up window will appear. Click “Save.” 

7.3. 4.5 The acknowledgment letter will pop up 
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7.3.4 6 The acknowledgement letter has a third page. Do not change the wording on the 

acknowledgement page without specific supervisory instruction to do so unless it is a 
Specific Document request. For Specific Document requests, we modify the 
acknowledgement (ack) letter by adding the specific documents language. You may 
add information after the “Other” checkbox to clarify what information we need. 
Double-click in the area you need additional information, select the radio button 
marked “Checked” and then click OK for each item of information you need. You 
save the document, exit Word, and check the document in, click “Open” and you will 
notice that there is now a slot for “Requestor Documentation” and the Responsive 
Unit is “Requestor.” 

7.3. 4.7 Create a Discussion explaining why you needed to request additional information 

7.3. 4.8 Pend when you are finished. 

7.3. 4.9 When the Requestor provides the additional information, A FOIA/PA Assistant or 
Government Information Specialist working in Records Locator queue will request 
the records. 

Screen shots including step by step guidance follow. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


•Contents Disci! s&i<:4i£: 
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Create Additional Cases 
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Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
Interest Letter 
Expedited Denial Letter 
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Not Started 

Not Started 
Not Started 
Mot Started 
Not Started 
Mot Started 
Not Started 
Not Started 


f Records Locatcr ji 

Case Processor 

-ji : Case App 

rpySr:::: 

L Unit Chief 

dp-fronLApprcver Psnd T F 

e as sign Office 

. ; ;Ss 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph. 
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FIPS v7,Q Training buik* 06 v Work Queries *’ Actions 

Processing Fee Information 


Fee Estimate: 
Prepayment Required 


□ Advance Payment Returned 
O Add Lost File Paragraph 
■J Add Track 2 Denial Paragraph 


M Other Reau a s ter Doc um enta ti on 


Other Requester Docu mentation 


: Stan 


No options found, 


generate L etter ij [ Cancel 


We then click on “Generate Letter.” Our only option at that point is to click OK. 

Th* (;i; i Case360 Home 

FIPS v 7,0 Training build 06 C work Queries x Actions Standalone Search 

i Processing fee Information 

Successfully- generated tetter Acknowledgement Letter-FOIA. 
j; Click on OK to continue. 

H 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up. 
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National Records Center 

P.O. Box 6-48010 

Lee's Summit, MO 64064-8010 

US. Citizenship 
and Immigration 
Services 


NKC201000#S0<> 


December 3, 2010 

/J:, 2L Crrrjvw 

Smi Francisco, CA AfiliAONP 

Dear AA A- 2', Nr j.y-'-’v 

We received your request foj information relating to Cluis P Bacon on December 02, 2010 


Your request is being handled under the provisions of the Freedom of Information Act (5 TJ.S C ^ 
It has been assigned the following control number: NRC 2 010000806. Please cite thif 
cone sp oml ence about your request 


5 552). 

number in all future 


We respond to requests on a first- in, first- out basis and on a multi-track system Your request has been 
placed in the complex track (Track 2). You may vclsh to narrow your request to a specific document in 
older to be eligible for the faster hack To do so, please send a whiten request, identifying the specific 
document sought to the address above. We will notify you lfyom request is placed in the simple h ack 

In accordance with Department of Homeland Security Regulations (6 C.FR § 5.3(c)). your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
charged for searching for records sought at the respective clerical, professional, and or managerial rates of 
$4.00 $".00 $10 25 per quaitei hour, and for duplication of copies at the rate of $.10 per copy. The fiist 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14 00 before we will chai ge you any fees. Most requests do not require any 
fees, however , if fees in excess of $25 ,00 are required, we will notify you beforehand. 

Tins office will be providing your records on a Compact Disc (CD) for use on your personal computer. 
The CD is readable on all computers through the use of Adobe Acrobat software A version of Adobe 
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All requested information is cheeked below 


HI Consent. It appeals that you are requesting records about another individual. If that is the case, 
please submit either: (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) proof that that mdivnlual is deceased, e g a copy of a death certificate or an 
obituary. See 6 CFR §5,3 (a), 

|| Verification of Identify It appears that you are i equesting records about another individual If 
that is the case, along with the consent requested above , please submit a statement prepared by that 
individual, in which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of per jury as a substitute foi notarization. 6 CFR §§ 5.3(a) and 5.21(d). 

§| Verification of Identify: It appears that you are requesting records about yourself If that is die 
case, please verify your identity by submitting a statement containing yoiu full name, cm rent address, 
date of birth, and place of birth. Tins statement must be signed and the signature must erthej be notarized 
or submitted by you under 28 TJSC §1746, a law that permits statements to be made under penalty of 
perjury as a substitute for notarization 6 CFR §§ 5 3(a) and 5 .21(d) 

M Description of Recor ds Sought* We have determined dint your request does not reasonably 
describe the lecords drat aie being sought Please provide the following additional information. 

® Subject s Alien Number 

1 Sub jeef s App lie ation P e tition Re c e ipt Numb er 

H: Name o f Sub j e cf s P arents 

§§: Other Names Used by Subject 

M Other: Name of the person who filed the petition for you, when it was filed, other 
information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the r equester. Please include the NRO number listed above on all correspondence w ith this office. 
Requests may be mailed to the FOIA PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-578 5, You may also submit FOIA PA related requests to our e-mail address at 

us c is fo ia (tv dhs eov. 
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The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. In Track 1 cases we must modify the acknowledgement 
(ack) letter by adding the specific documents language. You may add information after the 
“Other” checkbox to clarify what information we need. Double-click in the area you need 
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additional information, select the radio button marked “Checked” and then click OK for each 
item of information you need. 



The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in. 



Click “Open' 


117 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2389 




You will notice that there is now a slot for “Requestor Documentation” and the Responsive Unit 
is “Requestor.” After this, create a Discussion and send the case to “Pend.” 



Case Actions 

History > 


fl-Nnwiher f>atp 

H Requester Documentation 

Seq. n^ye* 

8 

Pending 

Requester 

12/3/20 JO 10:40:40 AM 

|q| Acknowledgement Letter-FOIA 

j 

Editing 


12/3/20 10 10:40:40 AM 

H Acknowledgement Letter-FOIA 

6 

Inactive 


1 2/3/2 0 10 10:14: 14 AM 

H| Responsive Records 

5 

Pending 

DRO - SEA Seattle 

1112345676 12/3/2010 8:28 :.17 AM 

H Staffing Response 

4 

Pending 

DRO - SEA Seattle 

3 12345 6 78- 1.2/3/2010 3:28:17 AM 

0 Staffing Letter - ICE PDF 

3 

Editing 

DRO - SEA Seattle 

12/3/2010 8:26: 17 AM 

|| Request Supporting Documents 

2 4 

Scanned 


11/5/2010 8:32:47 AM 

Request Letter 

1 2 

Scanned 


1 1/5/20 10 8: 32:45 AM: 

Click 

•j : Records Locator i\ Case Processor 

|j Case Appro' 

-er |i Unit 

Chief if Up -front App: 

Over ji Pend ;j Reassign Office ;j 


Send 


When the Requestor provides the additional information, a FOIA/PA Assistant or Government 
Information Specialist working in Records Locator queue will request the records. 
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7.4 Third party requests 


Sometimes certification of agreement is not necessary. For instance, a Requestor asking for a 
“list of all employers in Utah who use E-Verify ” does not have to provide certification of 
agreement. Commercial, contract, and media requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without certification of agreement. If the Requestor is 
asking for records concerning an individual and does not provide certification of agreement, nor 
does it appear likely that the Requestor is going to get certification of agreement, close the case 
as a total denial (TD). It may be obvious from the request that the Requestor will not be able to 
obtain certification of agreement from the subject of record. If you have a doubt, consult your 
supervisor. 

Third party Requestors are not entitled to any public documents that may be in the file they are 
seeking, nor documents that they provided in support of an application or petition. For example, 
if a wife is looking for a copy of her husband’s file so that she may divorce him, and says in her 
request letter that she does not know where he is or says she cannot get his certification of 
agreement, do, close the case as a Total Denial. Please refer to Section 16a, TD (total denial) 
Case Closings. 

7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the Requestor to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; of 

■ Photograph of headstone; or 

■ Screen print from the Social Security Death Index 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 

If the Requestor says the subject is deceased and did not provide proof of death, but the subject is 
not over 100, we will close the case as a total denial (TD). For TD procedure, please refer to 
section 16a, TD (total denial) Case Closings. 
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7.6 Power of Attorney 


A power of attorney is a document in which one person appoints another person to act as an 
agent on his or her behalf. A Requestor may submit a power of attorney with a request, and we 
may consider it. 

The Requestor may have provided adequate certification of agreement on the Form G-639 or 
elsewhere in the request, and if so, we do not need to evaluate the validity of the power of 
attorney. 

A power of attorney cannot override either the requirement for verification of identity in 6 CFR § 
5.21(d) or the requirement for certification of agreement in 6 CFR § 5.21(f). 

The subject of record must have signed the power of attorney. In order to meet the 6 CFR § 
5.21(d) requirement, the power of attorney must list the subject of record’s name, date of birth, 
place of birth and address, and the subject of record’s signature must be notarized or made under 
penalty of perjury. 

If the Requestor did not provide certification of agreement on the G-639 or on some other 
document, only then we should look for certification of agreement on a power of attorney. The 
wording on the Power of Attorney must meet the 6 CFR § 5.21(f) requirement, for example: 

“By this Power of Attorney, I agree to the disclosure to (the named person) of any record 
pertaining to me that appears in any system of records of USCIS, USCBP, or USICE.” 

If you are unsure if the wording is sufficient to meet the requirement, please contact a supervisor. 

If the subject of record is not alive, a power of attorney is irrelevant. If the Requestor states that 
the subject of record is deceased, please refer to section 7.5 of this guide. 

We cannot consider a power of attorney describing blanket authority without specific mention of 
delegated authority to request USCIS records. We cannot consider a power of attorney with no 
expiration date or a power of attorney with an indefinite expiration date. 

If it is expired, the power of attorney is invalid, even if it met all the § 5.21 requirements. We are 
not legally covered if we honor an expired power of attorney. 

If the Requestor provided adequate certification of agreement and verification of identity 
elsewhere in the request, such as on Form G-639 or on a separate document, any attached power 
of attorney is irrelevant, whether or not it is valid. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their co- 
workers and then supervisors. If the problem cannot be resolved, the creator should create a 
Discussion and send the case to the Unit Chief and send an e-mail to the supervisor for 
clarification. If it is not a situation that needs clarification but some type of FIPS error, please 
refer to section 23 of this guide. 


8.1 REQUESTS: Foreign Consulate 

Please verify it is a consulate requesting the records and not the subject of the request putting the 
consulate’s address on the G-639 to mail the records to the consulate (for passports). 

After you’ve verified that the request is from a consulate, please do the following: 

1 . Print out the entire request. 

2. Attach a cover sheet (“Request from Foreign Consulate”) 

3. Take the printout to your supervisor. 

4. Add a discussion, “Request from Foreign Consulate.” 

5. Send an email to NRC, FOIAOA with the case information. 

6. Create the case and close it, ER. 

7. Send to Up-front Approver. 

A person may be using the consulate’s address, and that is not the same thing as a request from a 
foreign consulate. If the subject mailed the request and wrote the consulate’s address on the G- 
639, then you should use the subject’s address from the envelope and set it up as a self-request. 

If you are unsure about which address to use, please consult your supervisor. 

8.2 REQUESTS: Non-immigrant visa material 

If the Requestor specifically asks for non-immigrant visa data and there is no record of the 
person in CIS or CLAIMS, do not close the request as NR. If the Requestor is asking a question 
about being a student, au pair, camp counselor, or participating in a summer work/travel 
program, or if the Requestor specifically mentions visa type F-l, F-3, J-l, M-l or M-3, or if they 
are asking for an 1-20 which is a student visa, then you should refer (RF) the request to ICE, 
since that record will be tracked in SEVIS (Student and Exchange Visitor Information 
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System.) An example of a “refer to ICE” type request might be: “Type of visa, visa number and 
legal documents allowing entry into the US. The subject was a student at the University of 
Nebraska.” See section 9, Referral and Redirection. 

Otherwise, redirect (RD) the Requestor to Department of State. An example of a “re-direct to 
State” type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal 
documents allowing entry into the US. The subject visited Disney World and Cape Canaveral 
and entered at Orlando International Airport.” See section 9, Referral and Redirection. 


8.3 Routine use requests 

USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. 

Certification of agreement is not necessary for the processing of these types of requests. Some 
examples of these types of requests include requests relating to child support enforcement and 
aliens seeking public assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, you will close this case as “Created in Error” (ER). 
The only exception to this rule is if there is a cover sheet with instructions to create as FOIA. 

If you are not sure if the case is a routine use case, do not close the case as ER. Seek supervisory 
guidance. If you are not able to seek guidance, create a Discussion and send the case to the Unit 
Chief (UC) and e-mail the supervisor. 

Closing as ER- Routine Use cases 

A. Select the “Final Action Letter” from the Tasks tab. Select “ER” from the final action 
codes list. FIPS will not generate a letter. 
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B. Print the request and place a cover sheet on the request with the comment “Supervisor: 
Routine Use. Not a FOIA-Request. Do not scan into FIPS.” 

C. Create a Discussion with your findings for the Up-front Approver, “UFA-This case is a 
Routine Use case” and explain why. 

D. Move the case to the Up Front Approver queue. 

E. Give the printed copy to your supervisor and follow up by sending an e-mail with the 
NRC control number and Requestor name to your supervisor 

8.4 REQUESTS: Bond obligor, no certification of agreement, closed as a Total 
Denial 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. 

Immigration bond obligors are surety companies who have posted an immigration bond (Form 1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. 

These requests previously were processed by Immigration and Customs Enforcement. 

We will now create bond obligor requests under FOIA. 

Since there is no certification of agreement provided with bond obligor cases, we will close these 
as a TD. 

Please refer to Section 16a (TD (total denial) CASE CLOSINGS. 


8.5 REQUESTS: A-Number Only 

If a Requestor/subject is asking for his or her alien number only , follow these steps: 

A. Search CIS with the information provided on the request to locate an A-Number. 

B. If you locate an A-Number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

C. You must have VOI and possibly certification of agreement in order to proceed. If it is a 
third-party request and you do not have certification of agreement, VOI does not matter. 
Close the case as Total Denial (TD). Reference section 16a, TD Case Closings. If VOI 
is inadequate, close as Failure to Comply (FC). Reference section 16b, FC Case Closings. 

D. If you do have adequate agreement to release (if needed) and VOI: 

E. Print a copy of CIS 9101 screen. 

F. Create a File Request to RAF ACS and leave the “Customize Letter” button selected. 

G. Create a Discussion “CP, A-file number only requested”. 
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H. Attach a “Scan As” cover sheet to the screen print, mark the box “Responsive Records” 
and take to a person designated to scan RAFACS-only responsive records. 

I. You will not staff for the Alien file. When the alien is requesting A-number only, the CP 
will be using the 9101 screen print as responsive records. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records (9101, CIS Screen Print) are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 

A. Begin with a thorough search of CIS, CLAIMS and PCQS. 

B. If you find a record, please staff for the file. If you do not find a record, you will be 
requesting a manual search. 

C. Create a Records Indexing Staffing and enter all information provided by the Requestor. 

D. Enter a Discussion note 

E. Pend for the manual search. 

From the Records Locator Queue, if the manual search staffing response produces no record, 
generate a “NR” letter and send the case to Up-front Approver. The supervisor will review and 
close the case. Reference Section 12.18.6 No Record (NR) for Final Action NR. 

For the Records Indexing letter which is used to paste onto the FIPS staffing Sheet, 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create References. 

Or Enterprise Collaboration, ECN Network /Case Create Library 
http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/default.aspx 
Select the “RECORD S INDEXER” letter and copy paste the Records Indexing staffing sheet 
onto the end of the FIPS request letter. Press Ctrl+Enter at the bottom of the FIPS letter to insert 
a page break and paste in the letter. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 
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The Requestor can request a search by writing directly to NARA. In their letter, the Requestor 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. Create a 
Discussion asking the CP to provide this NARA contact information, if no other records are 
found in the Records Indexing search. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 

8.7 REQUESTS: Referrals and Consultations Received From Other 
Agencies 

Other government agencies’ and DHS components’ FOIA/PA offices will make the 
determination to refer a FOIA request to the USCIS FOIA office at the NRC for a direct 
response to the Requestor. The referral can be complete or partial. 

8.7.1 Complete Referrals 

A complete referral comes from another government agency or DHS component in which 
either the entirety or a segregable portion of the request falls under the purview of 
USCIS. If the referral is a request for an A-File or A-File material (petition, application, 
etc.) create the case as if the request came directly to the NRC. If the referral is a request 
for anything else please see section 6.3. ■ 4,4 as the request may fall under SIG. 

8.7.2 Partial Referrals 

As other agencies process FOIA/PA requests, they will sometimes find USCIS 
documents within their files. These documents will be referred to us for processing. The 
majority of partial referrals come from the Office of Personnel Management (OPM), 
Department of State, and the Federal Bureau of Investigation (FBI). SIG processes all 
partial referrals. Follow the procedures in section 6,3, 4,4.2 for partial referrals. 

We process a consultation when another government agency or DHS component has found 
USCIS equities within their documents and then forwards those documents to the USCIS 
FOIA office to make any recommended withholdings or disclosures. The USCIS FOIA 
office processes only that specific portion of the document that contains USCIS equities and 
upon completion returns it back to the original agency/component. SIG processes all 
consultations. Follow the procedures in section 6,3, 4,4,2 for consultations. 
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8.8 Deleted 


8.9 Deleted 


8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. Create a 
Discussion identifying the case as a Red Cross request. 

8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. Reference section 8.3 REQUESTS: Routine 
use. 


8.12 REQUESTS: Return of original documents 

Requestors will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the Requestor with a copy of the specific documents requested. Create the case as normal and 
insert the language in the acknowledgement letter. For return of original documents, the 
Requestor must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following language in the acknowledgement letter: 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

A. If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, close the 
case as “ER” (created in error). To close a case ER, please refer to section 1 5 of this 
guide. 
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B. When you close a case ER, FIPS does not create a Final Action letter. You will need to 
create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. 

C. Attach a cover sheet on one copy to be scanned in as a CSD and send the other copy to 
the OA room for mailing to the Requestor. 

D. Include a detailed Discussion note on your findings. 

E. Send the case to Up-front Approver. The supervisor will review and close the case. 

The Case Resolution Team at the NRC handles all G-884’s (Request for Return of Original 
Documents). OA ordinarily forwards any requests for return of original documents to Case 
Resolution. Print a copy of the request. Attach a coversheet to the copy of the request and write 
“OA- Do Not Scan, G-884 Request for Return of Original Documents.” Deliver the copy to the 
OA Room. They will forward it to the Case Resolution team if they have not done so already. 

8.13 REQUESTS: Inmate in Federal Custody 

The Bureau of Prisons (BOP), an agency of the U.S. Department of Justice, will not deliver 
incoming mail to a person housed in their custody unless it contains the subject’s Register 
Number. Upon entry into BOP custody, each inmate is assigned an eight digit Register Number 
(i.e. xxxxx-xxx) by which he/she is identified throughout his/her commitment. The first five 
digits are unique identifiers for that specific inmate, the last three digits, separated from the first 
five by a dash, indicate the jurisdiction from which the inmate originally entered the corrections 
system. It is imperative that the correspondence contain the Register Number in the proper 
format. BOP Register numbers are created for the subjects in the name in which they received a 
conviction sentence from a federal court or a legal document charging them of an immigration 
violation and/or removal. This name could be their birth name or an alias name. 

ICE will not deliver mail to an ICE detainee unless we include the alien number in the address. 
Please include the alien number in the address of an ICE detainee, if you are addressing 
correspondence to the alien in the ICE detention facility. In order to avoid PII spills, OA will 
prepare an outer envelope without the alien number and mail it in that. 

If the inmate is not in federal custody (i.e., Bureau of Prisons location or ICE detention facility) 
but held at a non-federal correction facility (such as a state prison or county jail), DO NOT put 
the alien number in the address. 

8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 
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A. Insert a Discussion titled “Untranslated Documents” and the reference page numbers 

B. Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB 

C. Send the case to Unit Chief 

D. After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional Correspondence 

Reference section 28 CONGRESSIONAL REQUESTS AND APPEALS. 

When the unit receives correspondence from a member of Congress, we may need to create the case 
as a track two case, mark the category as Congressional, request the requested documents and send 
an e-mail to congressionalnrc@uscis . dhs. g ov advising them of the control number, congressional 
contact information and name of the subject of the request. Do not use the Congressional office 
address as the address for the FOIA request. If an address for the subject is not in the request, please 
contact a member of the FST for more guidance. 

8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The Requestor 
will include the case number he or she is appealing. If this happens, you do not create the case. 

In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo used to 
print the request. 

A. Select “Print.” FIPS will then print out all the pages of the request. 

B. Retrieve those pages and take them to the designated appeals point of contact (currently 
Claire Gage). After you are sure the pages printed correctly and you have control of 
those pages, click “Delete.” This is possibly the only time you ever click “Delete.” 
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Before you press Delete, you should have the printed request in your hands and not still on the 
printer. Once you press Delete, there is no way to get the information back. 



8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is a legitimate request. The Administrative Appeals Office sends 
this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this 1-694 request, the words “NEW REQUEST” should have been 
written on the top of the form before scanning. Please note the request may not have a current 
date. There should already be responsive records in the case. 
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A. Create the case. 

B. When you prepare the acknowledgment letter, request VOI and/or certification of 
agreement if needed. Most often, you will have to request adequate VOI. Please take 
note: We do not close an 1-694 request TD or FC for not providing all the required 
elements of Certification of Agreement or VOI with the original request. 

C. Create a Discussion for the case processor. 

D. If VOI or certification of agreement is not necessary and there are responsive records 
already scanned in, send the case to processor. 

8.18 SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. 

A. Create the case. 

B. Create a Discussion with findings for the Up-front Approver to close as ER 

C. Send a message to NRC, FOIA PROGRAM and the current OCC Paralegal, providing 
the NRC control number and information indicating the request was a subpoena or court 
order. The Chief Counsel’s Office is currently addressing these requests. Subpoenas or 
court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. 

D. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 

8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “certified documents requested.” 

Create the case as normal. If you are closing the case as no record, total denial or failure 
to comply, there is no need to address certification of record in the final action letter. If 
you are not closing the case NR, TD or FC, and if the Requestor does not want a copy of 
the whole file, but specifically requests only a certified copy of a particular document, 
you will be closing the case NB. According to the situation, please add the following 
paragraph(s) into your final action letter: 

NB Situation 1 : If a request is only a request for a certified copy of a Name Change 
document, insert the following paragraph: 

Regarding your request for a certified copy of Name Change document, you may 
check with the Court that issued and certified the Name Change document. 

NB Situation 2: If a request is only for a certified copy of Certificate of Naturalization of 
a living person and not a request for the whole file: 
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This is in response to your request for a certified copy of your Certificate of 
Naturalization. 

To request a “Certified True Copy” of your Certificate of Naturalization, and if 
you have the original document, you must make an appointment at your local 
USCIS office by using the on-line InfoPass Appointment Scheduler. If you do 
not have the original document, to request a replacement of your Certificate of 
Naturalization, you must fill out Form N-565, Application for Replacement 
Naturalization/Citizenship Document. Please see www.uscis.gov for more 
information about these processes and the downloadable Form N-565. 

If you have additional questions, you may contact your local USCIS Office or call 
the National Customer Service Center at 1-800-375-5283 (TTY 1-800-767-1833). 

If the request is for a copy of the whole file, and there is a request for certified copy of a 
naturalization certificate of a deceased person (but not Italian dual citizenship - if it is an 
Italian dual citizenship request, please go to section 8.20 of this guide), or if it is a request 
for any other documents that may be within the file, you will not close the case 
NB. Please staff for the file and add this paragraph to your acknowledgment letter: 

You requested a certified copy of a U.S. Citizenship and Immigration Services 
(USCIS) record. The National Records Center does not certify documents and is 
responding with a copy of these records as required under the Freedom of 
Information Act/Privacy Act. 

8.20 SITUATION: Certification of record for dual Italian citizenship 

If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship. 

A. Evaluate if the request qualifies under the Genealogy Program. Refer to section 
6 . 3 . 4 . 6 . 

B. If the Requestor’s relative does fall under the description of genealogy records as 
described in section 6.3. 4. 6, he or she must submit the request to 
Geneal ogy .USCIS @ dhs.go v . You may direct them to USCIS.gov for more 
information. The link for Genealogy requests is in the left column, listed under 
“Services.” 

C. If the Requestor’s relative does not fall under the description of genealogy records 
described in section 6.3. 4. 6, please include the following paragraph in your 
acknowledgement letter: 
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This is in response to your request for a certified copy of a relative’s naturalization certificate in 
order to apply for dual Italian citizenship. According to information obtained from the Italian 
Embassy in Washington, D.C., certified copies of naturalization certificates are not required for 
the dual citizenship application. The Italian Embassy requires the naturalization certificate copy 
along with our USCIS cover letter and envelope. The records that we release as part of this 
FOIA request will serve that purpose. 

8.21 SITUATION: Record at National Archives and Records 
Administration (NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC routinely transfers the targeted 
files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, a Requestor writes with the following request: 

“Please send the records of Giuseppe Granchio, bom March 22, 1899 in Italy. Mr. Granchio 
naturalized in 1957, changed his name to Joe Granchio, and died in 1969. Enclosed is proof of 
his death and alien number.” 

NOTE: You may find the complete list of criteria in section 6. 3. 4. 6 of this guide. 

Mr. Granchio meets one of the criteria for genealogy because he was born long ago; however, 
since he was naturalized in 1957, he does not meet the criterion of section 6.3. 4.6 E, because he 
would have documents in his file dated after 1951. 

If you are creating a case and the subject of the request is 100 years of age or older, but the 
person DOES NOT fully meet the criteria for a genealogy case, please pay special attention to 
NFTS. 

A. NFTS may show that the file has been retired and is at a Federal Records Center. If that 
is true, create the case and request the file. 
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B. It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows 
a shelf location within NRC (or any other office), request the file. 

If the subject meets the criteria listed in section 6. 3. 4. 6, continue with the steps listed below: 

A. If NFTS shows that the A-Number has been retired to NARA, it means we have turned 
the records over to NARA permanently. The Requestor will have to send a request to 
NARA. 

B. Please select Final Action Letter and select NA: FOIA or PA not applicable. Please refer 
to section 14 of this guide. 

Replace the body of the Final Action Letter with the National Archives Letter located at 
O:\Foia\FOIA LIBRARY\Case Create References\National Archives.doc 


C. Create a Discussion with findings for the Up-front Approver. 

8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

A. Create the case 

B. When a request is for records older than those maintained by the agency, create a Final 
Action Letter and select “OR.” This generates a letter to the Requestor explaining that 
the records being requested are older than those maintained by the agency. 

C. Create a Discussion for the Up-front Approver 

D. After generating the final action letter, send the case to Up-front Approver. 

E. The supervisor will review and close the case. 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without certification of agreement of the biological parent. In Vietnam, “baby brokers” scour 
villages looking for unwed, impoverished mothers. They purchase the babies for about $50 and 
sell them to commercial adoption services. In Guatemala and elsewhere, people steal babies and 
sell them to middlemen. Prospective adoptive parents from Spain, Italy and the United States are 
typically willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 
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Normally if we cannot verify certification of agreement or prove parentage in a case, we do not 
send out for additional information, we close as TD or FC for no certification of agreement and 
Verification of Identity, but this situation is an exception. You should create the case as you 
normally would. Please do not send out for additional information in pending (not finalized) 
adoption cases and do not close as TD or FC for the following reasons: 

A. The Prospective Adoptive Parents (PAP) have the right to all information 
they submitted for the adoption. In cases like this, it is likely that the 
adoption never happened. If that is the case, they have no proof of 
parentage or guardianship 

B. The child is usually too young to give certification of agreement 

C. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please create a Discussion and send 
your case to the Unit Chief (UC) for supervisor review. 

8.24 SITUATION: Requests for Asylum or Refugee documentation 

Asylum and refugee A-Files can be very large. We frequently see voluminous evidence of past 
persecution or conditions that would jeopardize the life or safety of the applicant. Because of 
this, we do not adhere strictly to the “three documents or less” rule when deciding whether we 
have a Track 1 or Track 2 case. The two examples below show first, a Track 1 and second, a 
Track 2: 


Example 1, Track 1: 


/ sew&at M afimv ike m 2 gfem? tit review fCh-tvk koxf. 

Li y1 ’’’ jXj A pratejf: #1 wy mdt (§ spattHiti. is., sup? a? 

fOnsxcai & c-ittm (WQ mdhtt^pmmMmkkw (ZMi) 


j* lnformal;h>n Nmied Sfeireti fc>r 


sdwhii Sy 15 :-fc W ktfeRRiStifsfi piii &!<; Ksekiag. Sc its 3S jSiSSShlfi. 




tijpmmi: fm mt mptimifo .m tka jmepstn? f-cfxmi 

iW4r>& nm&afto mpm-it# ymr 


ffrnew, iMfi% m mm (mix UiiCiS m jomktg fiw 


iiifcv fat 


An asylum application and a Form 1-589 are the same thing. They are usually about 10 pages. 
There are some things we might do to help decide whether this is Track 1 or Track 2. For 
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instance, we might want to ask a more experienced creator what it takes to establish eligibility 
for NACARA. For NACARA, if the Requestor can produce a Form 1-589 that was accepted by 
the service and lists the daughter on it, the Requestor can establish eligibility. We could 
conclude that all the Requestor needs is the Form 1-589. Alternatively, we might call the 
attorney’s office to ask if they mean only the Form 1-589 and nothing else. In either case, you 
would create a Discussion explaining what you did and why, and modify the acknowledgment 
letter, using language as close as possible to the request while remaining grammatically correct, 
stating, for example, “you specifically requested all Forms 1-589, Asylum Applications.” If we 
fail to state it that specifically in the acknowledgment letter, the processor will be forced to 
process the case as if it were a request for the entire file. An example of such a failure would be 
“you specifically requested asylum documents.” 


Example 2, Track 2: 
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This may as well be a request for the entire file. Even if this request had only listed three things: 
“1-589, evidence and decisions,” we should still create this as a Track 2 rather than a Track 1 
because of the word “evidence,” which could imply hundreds of pages. 

There are other times that the decision to assign the case to Track 1 or Track 2 is not easy, and at 
those times it helps to speak with more experienced creators, your supervisor, or as a last resort, 
create a Discussion and send the case to Unit Chief. 


9. Referral and Redirection 

9.1 Referral (RF) 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
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Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
Requestor to write to FBI (that is redirection). They must send the request to the FBI and advise 
the Requestor they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U.S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Referring the Case to another Agency or Unit (RF) 

If you find no A-file or responsive receipt file for the subject, follow the referral guidelines set forth 
below. The list below includes examples of when to Refer (RF) to CBP and or ICE. 

What is a “responsive” receipt file? If a Requestor checked “All of my records” and you find a 
receipt file, then it is responsive. If a Requestor said “A portion of my records” and specified 
“Incident July 25, 2014 at Blaine, Washington, all documents related to apprehension and 
questioning,” and you find a receipt file, that receipt file is not responsive to the request. 

If you find an A-file, you should create the case and staff for the file. Please refer to the flow charts 
at Appendix H. Before you refer the case, you must verify we have no record. When conducting 
research, do the queries and provide screen prints of CIS 9103, CIS 9102, CIS 9104 and PCQS or 
CLAIMS searches. There should be no less than two pages and may be lengthier if the subject has 
provided multiple names. Prepare a “Scan As” sheet to be attached to the screen prints and take them 
to the OA room for scanning as CSD. In your Discussion, you should also name the systems you 
searched and state that you have sent the documentation to OA for scanning as CSD. 

Note: We may sometimes need to refer to CBP for Entry and Exit as an example, and include the 
ICE contact information on the Final action letter for Drug smuggling. It depends on how the 
Requestor worded the specific documents needed. For example, you could not find any A-file or 
receipt file and the Requestor specified one of the following: 

• Entry exit / Departure information 

• Copy of an 1-877 

• Any reports or incidents at the airport. 

• Copy of 1-94 card 

• Arrests at the border 
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• Voluntary departures 

• Border stops 

Note: If receiving a request for the entire records as well as a specific incident or entry, the 
request must state a specific incident, such as a time or place. If you find no records, you will 
then refer to ICE or CBP as needed. 

RF to ICE (Please note: refer to ICE if you found no other record and this is not a Records 
Indexing Staffing situation - see section 12.7.5) 

• Information about SEVIS 

• F, J, or M Visa requests 
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Referring the Case 

A. Create the case as normal 

B. Conduct a search for responsive records. Prepare screen prints and “Scan As” sheet. 

C. Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS 
Component” as the final action code. Under “Redirects/Referrals” select the 
component to which we are referring the request and click “Submit.” 

D. FIPS will automatically create two documents: a final action letter to the Requestor 
and a referral memorandum to the DHS component. 

E. FIPS then generates the two Word documents 

F. You will need to edit the letter to add needed information. After you exit from the 
Word documents, they will appear under the “Contents” tab. 

G. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” 

H. After you have done this for both documents, enter a case Discussion with your RF 
findings stating that you have sent the screen prints to be scanned as CSD. 

I. Send the case to Up-front Approver. 

The following screen shots provide views of steps B-G in FIPS: 
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F IPS v / 0 Training build 55 


' Work Queries 


: Actions, i 


Stand-alone Search 


Fee Information 




•i DP:: Duplicate 
:j ER: Created in Error 
|i FC: Requestor's failure to comply 
i; FI: Requestor's failure to ID records 
;iNA:FOIA or PA not applicable 
j NS '; Mot applicable -certified copy 
iiNR: Non- 'possession of records 
|i OR. Old records 

| RE>; jtedirsc ted to _ another sgsnc y 

i| LIT: Unable to locate records 
ij w D : Request withdrawn 


Records Needed 

Insert Clerk of Courts/National Archives paragraph 
: Insert women married to U,5. citizens paragraph 


Noti-FOIA Operational Units 



ftessdns 







iFederal Emergency Management Agency 
i Immigration and Customs Enforcement 
Transportation Security Administration 
jo. 5. Customs and Border Protection 
itf rated States Coast Guard $!:l 


Third 


j Reset i i Cancel j 


'ontents 3 f sojs sions 

Case Actions 

Search r or Cup lie ace cases 


Create Additional Cases 

Not Started 

Create file Request 

Not Started 

Atkno w ledge me nt Letter 

Not Started 

Final Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Wot Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 


Historv 


{ Records Locator :[ Case Processor j j Case Approver j j Unit Chief jj. Up-font Approver ]i.Pep4 : jj. Reassign Office j U .;. . Send 


Page 1 of 2 00% Viewing version : 2 


FIPS will automatically create two documents: A final action letter to the Requestor and a 
referral memorandum to the DHS component. 
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Taste 


Discussions 


Case Actions: 


History 


' ' D6irui>v4ftiTyi>ie ••••••••••••••• • • • •• w* •^agi&s' ' Status ' ' ' ' ^Smiiir " ' WM ' ' 

0 i® Referrai Memo to CHS Component 4 Editing PER i 2/2/20 10 11:57:35 AM 



r-RF 


" I Check In Document} : 
i-J '•■•'•'•'•Ks^sst^poning Documents 

ip Request Letter 


Editing 

Scanned 

Scanned 


12/2/20 10 1 1 : 57:34 AM 
11/5/20 10 8 : 31:58 AM 
i 1/5/2010 8:31:53 AIM 


i; Records Locator j[ Case Processor j: Case Approver ij Lintt Chief Jj : Up-front Approver j; ^end j| Reassign Omce : J : Send 

http ://z02apcnrc22 : 700 l/sonora/forms/CheckInFilestore,jsp?docId=506 1 

Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.” 


My Recent 
Documents 


Desktop 


My Computer 


My -Network 
Places 





1 ml porter 




Q Global360_updown_version 


U;/ Application Data 

^NRC20100005 1 1_6_REFERRAL 


^Desktop 

: ^NRC20 100005 1 1_7_FA_PD 


i® Favorites 

: lNRC2010000802_3_ONE_PAGE 

; VLDCicri: 

: tiNRC2010000302 6 AK FOIA 


L; Local Settings 

Hi NRC 20 10000804_3_FA_RF 


jU^My Documents 

ijNRC2010000304_4_REFERRAL 

.AGENCY 

:-U;jMy Recent Documents 

liNTUSER 


iu/NetNood 
^Oracle Jar Cache 
:;OPrintHood 
IS^SendTo 
/Upstart Menu 
^Templates 
:i|; eistreamupload 

ntuser.dat 


Filename: Illlllfl* 


: Open : i 

Files of type: ; All files 

▼ : 

Cancel j 


Open as read-only 


After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection (RD) 

9.2.1 If we receive a request for specific records that belong to an agency outside of DHS (except 
NVC), we close it and write a “redirect letter.” Always make sure we have no responsive records 
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before redirecting to another agency. For example, if someone requests a Visitor Visa, but we 
cannot find a record, we can redirect the request to the U.S. Department of State. The 

redirect letter advises the requester to contact the different agency for the information they are 
seeking. The procedure for the Word document is the same as for referrals. You may have to edit 
the letter to add needed information. 

9 . 2.2 If it is a general request for “My Complete A-File” or “All my records,” you must conduct 
a search for responsive records. If you find an A-file, you should create the case and staff for the 
file. If unable to find the A-file, we are still required to provide any other records we find, 
including any applications, petitions, etc... However, unless receipt files are specifically 
requested, we will not produce receipt files in responding to an “All My Records” request. Please 
refer to the flow charts at Appendix H. Before you redirect the case, you must verify we have no 
responsive record. When conducting research, do the queries and provide screen prints of CIS 
9103, CIS 9102, CIS 9104 and PCQS or CLAIMS searches. There should be no less than two 
pages and may be lengthier if the subject has provided multiple names. If the receipt is located at 
the NVC, do not redirect to the NVC. Have the screen prints of the receipt scanned in as 
responsive records. Make sure the track is TRACK I. Create the request using RAF ACS (not 
RAF ACS/CIS). Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive records for the case number 
you have just created, attach it to the screen prints to OneNote and send an email to 
FOIAPROGRAM.NRC@uscis.dhs.gov . On the subject line, put the control number and SOR’s 
name. Pend the case. 

In your Discussion, you should also name the systems you searched. 

9.2.3 If it is not a request for all records, but a request for a specific receipt, then you should 
research where that receipt is now, and if we have it, you should staff for that receipt. You do not 
have to provide the same print-outs as you would when you are conducting research for “All my 
records,” but you should provide print-outs to show the receipt is with NVC, if available. The 
rest of this section has instructions concerning what to do if we do not have the receipt. 

9 . 2.4 The following are examples of requests we would redirect to State Department if we find 
no matching records: 

A. B1/B2 Visa information 

B. Visitor Visa 

C. U- Visa 

D. US Citizens bom abroad 

E. 6 Million A-Numbers that are not in CIS 
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Note: RD to DOS when they specifically ask for the above information. We do not RD to DOS 
just because you find a Visa control number in PCQS. 


9.2.5 Deleted 

9.2.6 Deleted 

Redirecting the Case to another Agency or Unit 

A. Create the case 

B. Conduct a search for responsive records. Prepare screen prints and “Scan As” sheet. 

C. Under the “Tasks” tab, select Final Action Letter. Select “RD: Referred to a DHS 
Component” as the final action code. Under “Redirects/Referrals” select the component 
to which we are redirecting the request and click “Submit.” 

D. FIPS will automatically create a document: a final action RD letter to the Requestor. 

E. FIPS then generates the Word document. 

F. You will need to edit the RD letter/document to add needed information. After you exit 
from the Word document, it will appear under the “Contents” tab. 

G. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” 

H. After you have done this for the document, enter a case Discussion with your RD 
findings stating that you have sent the screen prints to be scanned as CSD. 

I. Send the case to Up-front Approver. 


9.3 Entry/Exit Information and Border Apprehension referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982 but no earlier, 
inspection, Port of Entry (POE), requests for information relating to air and/or marine incidents, 
or the U.S. Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you 
could see on a request relating to CBP are inspection, Port of Entry, Bridge of the Americas, 
Friendship Bridge, and smuggled goods. A FOIA request for this type of information should be 
referred to CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 
90 K Street, NE, 9th Floor 
Washington, DC 20229-1181 
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You will need to modify the referral letter; any information you can provide as to what the 
Requestor is asking for will be helpful to CBP. For instructions on Referrals (RF) see Section 

9.1. 


Border apprehension referrals are treated differently. If the Border apprehension date is 1998 or 
earlier, do a thorough search. If you cannot find a record, please close the case NR and add the 
following paragraph to your NR letter: 

“You may wish to contact Customs and Border Protection, WWW.CBP.GOV . Their website 
offers information on filing your FOIA request electronically. Please be sure to include dates 
and locations of any encounters. Please note they do not have complete records for incidents 
prior to 2000.” 

Note 1: If the request is for entry/exit, the date was prior to 1982 and you cannot locate a record, 
do not refer the case to CBP. Do a thorough search and then close NR. 

Note 2: If the request is for entry/exit information and the Requestor/subject provided an alien 
number, request the file. 

Entry exit / Departure information 
Copy of an 1-877 

Any reports or incidents at the airport. 

Copy of 1-94 card 
Arrests at the border 
Voluntary departures 
Border stops 

Note 3: If the request is for all records as well as a specific incident or entry, the request must 
state a specific incident, such as a time or place. If you do not find any record, you will then refer 
to ICE or CBP as needed. 

9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. For instructions on 
Referrals (RF) see Section 9.1 and Section 9.3 

Exception to this rule; if the Requestor provides an A-Number or you locate an A-Number 
through a search of the systems, please request the A-file. 

9.5 Deleted 
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9.6 Deleted 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the Requestor has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. Create a Discussion explaining 
that you staffed based on best information available. The Discussion will alert the Case 
Processor. 

11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 

12. REQUESTING THE RESPONSIVE RECORDS 

12.1 Resources 

If the Requestor provided adequate VOI, reasonable description of records, and certification of 
agreement if necessary, your next step is to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the Requestor will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

The Staffing Sheet Guide, the RPC Reference for Staffing and the FOIA FCO List are available 
on the FOIA Operations ECN intranet page to help you request the file. The web address is as 
follows: 

http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/Case%20Create%20Libra 

ry/Forms/AllItems.aspx 

12.2 FOIA Support Team 

If you are unsure about the proper way to create a file request, it is much better to ask a person in 
FST for guidance than to create a staffing based on a best guess. 
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12.3 Request for Alien File 


If the Requestor asked for Complete Alien File and provided an A-number, we will staff for that 
A-number only, unless 

• The number they provided was wrong, or 

• The A-number they gave us is for a file that has been lost for more than sixty days, or 

• The number they provided was between 80 million and 86,999,999, or 

• The number they provided was a 100 million series. 

12.4 Specific Documents 

If the Requestor is seeking specific documents, please make a Discussion in FIPS detailing what 
those documents are. You must also mention those specific documents in your acknowledgment 
letter to the Requestor, using language as close as practical to the Requestor’s words. You should 
never leave the words “Specific Doc Information” in your acknowledgment letter. 

12.5 Service Centers 

The Service Centers scan the responsive records into FIPS when they are the FCO for that file. 
Please see the Staffing Sheet Guide for more instructions on requesting these types of Service 
Center files. 

12.6 Best Available Information 

If the Requestor did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. In this situation, add a Discussion 
stating how you found the record and that you staffed on best available information. If you are 
unable to find a record, please refer to section 7.3 of this guide. 

12.7 S and W files 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

12.8 RPC of RK 

If the file is located at COW with the Responsible Party Code (RPC) of RK, please create the case 
and refer it to ICE. Please insert a Discussion after you have created the case. The title of the 
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Discussion should read “File is at RK,” and there is no need to enter any further comment in that 
Discussion. 


General Inquiry For A30000001 


Status/Last Action 


Location 


A30000001 000 


COW I Status: 
Audit Date: 
Last Action: 


In Use 

05/09/2011 01:55:40 PM 
05/09/2011 01:55:40 PM Batch Audit 


Sect! RK - Adjudications 
Resp: 01 17 - Adjudication I 


- - 0117 


12.9 RMOB Program 

If the file is located at NRC with the Responsible Party Code (RPC) of MD 2100 through MD 2221, 
please create the case and refer it to ICE. Please insert a Discussion after you have created the case. 
The title of the Discussion should read “RMOB Program,” and there is no need to enter any further 
comment in that discussion. 


General Inquiry For A30Q000001 

File # ^ SeqTofficel Status/Last Action § Location 


A300000001 000 NRC Status: INTERNAL ACTIVE REQUESTED Sect: MD - ADMINISTRATION 

Audit Date: 12/21/2012 12:08:50 PM Resp: 2100- MD2100-RMOB Program f 

Last Action: 12/21/2012 12:08:50 PM Batch Audit | 


12.10 FOIA Safe 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. In the example below, you would create one staffing to MSC/NBC and one staffing 
to NOR. If you see an RPC code ZW and the Office is NRC, you should staff: FOIA Safe. 
Whenever you see a file location ZW, always check the Comments - see the examples below: 


General Inquiry For AOOOOOOOOO 


Status/Last Action 


Location 


AOOOOOOOOO 000 


l NBC | Status: AVAILABLE IN RECORDS 

Audit Date: 07/25/2013 05:32:17 PM 

Last Action: 07/25/2013 05:32:17 PM Audit 


| Sect: AC-MAINFILEROOM 
Resp: 0167 - AC167 MAIN FILEROOM i 


T000000000 iOOO 


j; NOR : Status: EXTERNAL ACTIVE REQUESTED 

Audit Date: 07/12/2013 02:19:46 PM 


Sect: 

Resp: 


ZW- CLASSIFIED SAFE 
0304 -CLASSIFIED SAFE 
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General Inquiry For AOOOOOOOOO 


Status/Last Action 


Location 


Last Action: 07/19/2013 06:08:59 AM File Request j; 




Comment Inquiry For AOOOOOOOOO 

' "File#" " p 

SSI 


BOB 

| Name 1 

Comment Text | 

AOOOOOOOOO 

000 

01/23/2012 
11 :05:18 AM 

NOR 

PADDY 

O’FURNITURE ; 

A & T file can't be combined because Temp file is classified 

aooooooooo 

o 

o 

o 


NOR 





12/1o/zU1L : 


Cl o 

_ 




08:35:47 AM 


INTERFACE : 

wai cmci iuui u i pun uwivei- |ji ii u. 

AOOOOOOOOO 

000 






ESC 





06/08/2011 
03:27:29 PM 


BEA O. 

; PROBLEM : 

CANCELLED PER NOR REQUEST 

iiooooooooo; 

000 

08/11/2011 | 
02:15:05 PM; 

NOR 

CIS 

INTERFACE ; 

Request canceled after fourth pull ticket print. 

TOOOOOOOOO 

000 

04/28/2011 ; 
02:52:11 PM; 

NBC 

HELENA. M 
j HANDBASKET ; 

A positive Name Check Response exists on the Homeland 
Secure Data Network (HSDN). Be sure to retrieve and review this ; 
document prior to taking any adjudicative action. For assistance, ; 
e-mail ’NBC LHM' 

o 

o 

o 

o 

o 

o 

o 

o 

o 

1- 

lH 

o 

o 

07/20/2012 ; 
11:14:05 AM 

NOR 

! LONN MOORE; 

A positive Name Check Response (LHM) exists on the 
Homeland Secure Data Network (HSDN). The LHM should be 
reviewed prior to adjudication. To retrieve this LHM, contact 
jNBC's FBI Name Check Team via e-mail address 'NBC LHM'. 

TOOOOOOOOO 

001 

j 08/11/2011 ;j 
02:15:05 PM : 

NOR j 

CIS 

INTERFACE |j 

Request canceled after fourth pull ticket print. 

TOOOOOOOOO 

001 

05/06/2011 \ 
10:13:21 AM ! 

NOR : 

| PADDY II 
O’FURNITURE i; 

mel has a carrp t-file in her office 


Though you will create the case normally and still staff for the file at its location, you will also 
email the NRC, FOIA Safe mailbox (copy your supervisor), providing the case number and the 
name of the subject of the request, stating that the case shows the code ZW in NFTS. View the 
comments. If there is HSDN commentary (A positive Name Check Response (LHM) exists on 
the Homeland Secure Data Network (HSDN). The LHM should be reviewed prior to 
adjudication. To retrieve this LHM, contact NBC's FBI Name Check Team via e-mail address 
'NBC LHM'), please paste that into the e-mail. Create a discussion stating that you did send the 
email to NRC, FOIA Safe mailbox. 
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You may have an instance where NFTS shows an A and T-file at the same location, but only one 
of the files is classified. 


In a regular case, you would create one staffing for both files. 

However, classified and regular A (or T) files are most often sent to us at separate time frames. 
Therefore you’ll need to create two separate staflfings for the same location. 

In the example below, you would create two staffings, both to KND. 


Fite# Seq Office 


i OefierNtl liiiiciuifiy I 


A02000000 


000 


KND 


Status: AVAILABLE IN RECORDS 

t udit Date: 10/20/2009 10:28:19 AM 
ast Action: 10/20/2011 10:28:19AM Batch Audit 


Location 


Sect: ZW - Classified Files 
iResp: 0 - Classified Files 


T02000000 


000 


KND 


Status: RECORD IN USE 


Sect: NC - Decisional 


Audit Date: 10/09/2009 08:04:13 AM RResp: 00 - N-400 


Last: Action: 1 0/09/201 0 08:04. 13 AM Batch Audit 


If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. If 
the staffing request is overdue you will need to review the due date and re-pend. See section 33, 
Re-pend Cases in Records Locator Queue. 

12.11 Pend Destruct 

Do not staff for a receipt if the responsible party is “PEND DESTRUCT.” If you find a receipt 
file, but NFTS shows it is in “PEND DESTRUCT,” depending on the type of request, you may 
simply be staffing for the A-file and disregarding the receipt or you may be printing the 
electronic record from PCQS and creating a RAF ACS staffing for those pages. If you are unsure, 
please consult a supervisor. 



12.12 Staffing by Alien Number 

12.12.1 One A-Number provided on the request (with example staffing) 

If an A-Number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, place of birth, name, mailing address and 
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signature under perjury or notarized) to complete the case create. If any of the required elements 
are missing, we will close the case FC under normal circumstances. Please refer to section 16b, 
FC (failure to comply) CASE CLOSINGS of this guide. The section that follows is a 
systematic example of staffing by A-Number when the Requestor has provided one. 
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12.12.1.2 Submit your location 
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12.12.1.3 Select “Inquiry” 
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12.12.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-Number. Preferably, paste the copied number from CIS so you are sure you are 
asking for the correct file. 
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12.12.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.12.1.6 “Blued in” information 


A. If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC or RDF if it was retired at RDF. If the Center in the 
Accession Data is other than the Kansas City area, staff to Non-FOIA for the FCO. 
Release 6. 1 . 1 .0 of NFTS expanded the Kansas City FRC to three locations - Lee’s 
Summit, Lenexa and North Kansas City. All three of those locations are FRC staffings 
unless the file is digitized. 

B. For any FRC other than those three locations, you should create a Non-FOIA staffing to 
the FCO listed under “Office.” It can be confusing. Please refer to the example at the 
bottom of this section, in which you would staff to Non-FOIA Office, BAL. 

C. If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

D. If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

E. “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

F. If “Request” is blued in, it does not change how we staff for the file. In this situation, we 
have to create a staffing for where the file is. 

G. Comments may be important because a File Control Office may not be able to change a 
file location to “LOST” in NFTS. When that happens, the records person at the FCO will 
notate in Comments that the file is lost. If that is the situation, please refer to the Lost File 
Flowchart in Appendix H of this guide. 

Example - the file below is retired to the Washington FRC, but you should not staff to WAS. 

The FCO is BAL, so you should staff to Non-FOIA Office, BAL. The same principle applies if 
a file is retired to the SFR FRC - if the FCO is LVG, then you should staff to Non-FOIA Office, 
LVG, and paste in the screen shot of the Retired Inquiry. 


Staffed to: 

REQUESTED FILE 

Ofttfic Cade; MRC CoatraJ ftaufom H8O01 30 Bate; 1 2, 20 S3 

Alien Ntraitert & Sabjeefc 
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12.12.1.7 The FOIA Operations Division Intranet Page 

An RPC beginning with “DP” should be easy because NFTS usually shows right beside it that it 
means “Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right 
away. A file could be available in records at NRC on shelf DP - and that is not an ICE staffing. 
Sometimes it is not clear. If that’s the situation, we need to look at the FCO List, the Staffing 
Sheet Guide and the RPC Reference Guide. Those are available at the following address: 

http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/Case%20Create%20Libra 

ry/Forms/AllItems.aspx 


156 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2428 



12.12.1.8 The RPC Reference Guide says that no matter what the FCO is, if the RPC starts 
with DP, we staff to DRO. That is ordinarily true, and NFTS will usually say DP-Deportation, 
so you will have no doubt. Ordinarily, DP means Deportation, and the Staffing column says to 
staff to DRO. SAC, RAC, ASAC, DRO and OPLA are all ICE functions. That’s important for 
staffing. When you staff for any file that is for one of the ICE functions, be sure to change the 
Bureau to ICE and click Save. 
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12.12.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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12.12.1.10 Figuring out a Staffing Scenario 


The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. If I ever have a doubt, I go talk with FST, because if I staff it correctly 
the first time, FST won’t have to send it back to me and I won’t have to do it over. 



y/yy/ y, **“““* 

:§ 

13. 'J Kt.Sh s 


:m(t in h* 5 ;em;c ftKvowo: 


1 •te-liWWliyirXi! JJS 


; wn :: 5 V: ■*<•» •>» ’>»■<:« :<r<: 

: A: >K;c.i .>• y. *.y >:.<■ Ksv 

■ ; '<>• »: ft'ip •xyyJw. !•;*; ■: 

: VAv.-ys.t :»*<*•■•:£ >:/. ♦- r : :•:*»: ; 

; | : 

: r 'v sh\vv:k.‘-v %v-: :.y xyvxy .y;v.v:; '/ 

: >:• ovio. >r 

: C yJvs. . nw> •:>> .; >ri- *: :•:* 

: • 'a- R tJfttj, WE rkyiv.; ? r'->> vN.v W f>: ; * 

:• ‘x vt.\ v:*X x-;-: >y »:•>; 

’•x i w' . *:*•>?<• $>: 

• X- a IW 1 S.I y.v.y.. y. 

:> •: :« . 

: ?&: w >y ?>:•:- v.y y y. xiy: 

; ; t«i3 , vaM.o .;.v- iy.y- 

: : :N tjRft : :$:<*. fy-y.v-5: •: 

: ■ ’ ,: r- ;S>:- iJojp -x >: •>. (i».i >Xl Wx * 




>> S) > Wy.SjftW 


Tte a* fm- iu £» SC£ 

imTkw.. : 4 .>s:r; tea anin Jfj cf fk? 

,: i>c'.EA fil< sttJiUSf 1 . NA fOi'llkx ?hs»f Sk kN;<5risi .Hi ItW < 

?!'*'• kk-O V. lWA' ’lit' .JJJ.v i> iio Ol > i. A’-HO’S. 




OfrisN Sc V: 

: A 

wmia 

: f rial: AUurjuVs Oflirc 

i TA 


1 CtefComw*'): 




iliwllT 


i I . c j'rjl Scrtik.n: 

: J.S 


: District Csmtist-l 

i DC 




i ftk rctptfsi’; jjft m Ski ifesy 

a;i ECO yvlk'j.E ttte iSl* is IvLTiticL 15 

;jjy kcytird: iii ifee 



i i i 

riiFt^iiou^ ii'nxw ni T ni i V l iwk ix mo. Siiip j 

i CTOfJtRtii Afwiii i LAV i 

i Offi<w; : A«lst#Jili , ri«’lt : DO, SDDO i 

i Hwni %pc, ; i 

: liuij«§r;fl3i)n -fftmrAt i ItA ; 

: Fk-id bistj irt Ofik'cr : FOI (W^hin^liui Dfj (T)kO WAS) ! 

: AiIhiih {-‘i'ogram Ofiirc : I 

: Aob Ui’l:i3lU>{J Detefunt : i 

i Pi>)cyyski^ Or jitor : OC-Olri oCw«i?v i 

: Di'it-Mkjir Ftteiikv UMf • le... OltSA xifta, krfirtf i 

: Ops : FO i 

SAC fife m iik< ;m kxft?*;: m ««• Cb<«ysr 


159 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2431 


12.12.1.11 Generate the file request 


Go to the “Tasks” tab and click on “Create File Request.” 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. You may save time by knowing what to type. Typing “DRO” will 
take us to the DRO list. If you had typed “SEA,” it would have taken you to Non-FOIA Office, 
Seattle. If you had typed “SEAT,” it would have taken you to Seattle OPLA. The “Request 
File” button may stay “grayed out” after you click on the office you want (see the example 
above). If that ever happens, click on an office you do not want, then click back on the office 
you do want, and “Request File” will not be grayed out anymore (see the example below). 
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12.12.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.12.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
The File Save screen will appear and you click the Save button and then move to the “Contents” 
tab. Click on the Staffing Letter and select “Edit (Check Out)” 



Discussions : 

Case Actions History 





i|j| Responsive Retards 
H Staffing Response 


5 Pending 

4 Pending 

DRO - SEA Seattle 
DRO - SEA Seattle 
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0 1234567 S 
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12/3/2010 8:23:17 AM 
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View 
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31 

2 4 Scanned 

1 2 Scanned 
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11/5/2010 8:32:45 AM 


Manage Document 


Reserve (Lock) i 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 






mm 


gKjji Mi ;; Insert ; -P^rmat Tools Tafcfc Window Help 
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11 ,, 
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•— - rrr t-Tv • • <' ▼ T 

• • 4 • • ■ 1 ■ • ■ 5 ■ • • 1 • • 6 
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December 3, 2010 

MEMORANDUM FOR. 

DRO ■ SEA Seattle 
Deportation Asst. 


UN Depw1fn«RE <rf Hwnd:<«d Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


U.S, Citizenship 
and Immigration 
Services 


NRC201000«S0(. 


(b)(6) 


FROM: 


ATTN. Bontv Wo 112 


NRC FOIAPA 


= b [p 
Draw* 
Page 1 


SUBJECT Freedom of Information Fiiva cy Act Request NRC2010000806 
Alien = 01234567S 
Subject Name : Chris P. Bacon 

The attached FOIA PA request is forw aided to your office for action Due to the subject matter, there is a 

high probability your office will hav e record? responsive to the request 

■ Please conduct a thoiough search for all responsive records physically m. and within the functional 
purview of your office. 

• Send a copy of all responsive documents to the FOIA office in then’ entirety. DO NOT MAKE 
REDACTIONS. 

• Bracket any documents or portions thereof that you believe should be withheld. Please include a brief 
explanation foi your action. The FOIA Staff will not release those items so indicated without 
further discussion with von. 


Should you need other assistance oj believe this request should be staffed to anothei office, please 

3 S3 . . . . . . . . . . . . . . . . . . . , . . . . , . . , . . . . , . . . . . . . . . . : 

Sec 1 1/2 At 4" Ln 23 Col 19 A?--,' v.-'-;. English: (U.S. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 



164 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2436 



12.12.1.14 Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Highlight the whole area, then right-click and select “Copy.” Now we will paste the 
information into the staffing letter. 


: Flit? gcfr ttesr Fovoffcs JOC:$ 

.s' /• .. Fsvv.ftte, <*;;• J> x ;, S SE 2 It -S 


CIS 




Offi**’. MiRC 
Section: :M 


Nam*: &AKK KiRT!:R 

RsspCodfc: ; ! 


c :R<>'vC4ds AjJplk;'«tk(nS 

:• 3 nns 

0 Trinssctawts 

: ; • ' DfiSk Alitfit 
j • : : i : S £«tfc|uy$l 

: : ■ i&m 

:Y • y : : : : : 

: • ••• ’’ C*:' 

:f: Rc<pt(d>: : 

• & Chs^e ViforhiscU 
vi*w Sj$uis itfjSfo 


Mi i mM ji i ' j i I 

; ■ 8p#rch to Ml. Converted Offices? IjSeerch for CM v 8p»<Jttetl Prefix ? 

; inimm&timi ms\0rp4 ms m after ; 


.... 






zm 



Higlilight tliis whole area, right-click and select Copy. 


#iDon* 


Local 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 


Title 


Telephone 


Attachments^) 



SEA ‘ : ! : ' ‘ : ! j Sect: OP - OEPORTATK3M 

Mil OaiK j iMM Ftt j: ; : j s[>: 0155 - BA SHELF TUKAAA 

& m A W M* : Nx “jtf'i: Afaft : 


(b)(6) | 
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Next, highlight the whole area and change the font size to 12 


(b)(6) 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 


(b)(6) 



AftachmenfsCs) 
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12.12.1.15 Save changes and check it back in 

Click on the “Contents” tab and wait for it to refresh. You will then see a box icon that 
looks like a 3.5 inch disk to the right of the notepad icon. A single click on that will check your 
document in. If you do not see the box icon, click the contents tab again to refresh, and it will 
appear. Alternatively, you may click on the icon that looks like a notepad beside “Staffing 
Letter” and wait for the drop down box. You can then move to “Save Changes (Check In).” The 
screen shot below shows the person clicked on the notepad and waited for the drop-down box. 

In this example, when the drop-down box appeared, the creator clicked on Save Changes (Check 
In). 
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After this, send the case to “Pend.” If you are staffing for a file, you will always click 
“Pend” 

12.12.1.16 Highlight the Correct File for Scanning 

Section 12.18.11, T-files, tells you never to crop the NFTS screen print. 

However, if your screen print has more than one file, and you are requesting files from different 
locations, it can pose a problem for the contractor. 

How will the contractor know which file(s) to scan? We have to make the correct file stand out 
to erase any doubt. 

Consider the screen print example below. Here we have an A file and a T file at different 
locations. You will require two separate staffmgs, one to Dallas, the other to Miami - DRO 


(b)(6) 
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(b)(6) 


First, we will staff for Dallas. You find DAL under the Non FOIA section; click Request File, 
and the staffing sheet pops up. Next, highlight the DAL A-number, bold and increase the size to 
10-font. 


mm 

m 


■n 



AO 


0 mo 

DAL 

Status- AVAILABLE M RECORDS 

Audit Dais: 09*08/2014 08:18:38 AM 

Last Action. 03/08/2014 08: 18,38 AM Transfer in 

Sect: RC - RECORDS SECTION 

M13 - RECORDS GENERAL FILES 

||| 


008 

ii 

Status; RECORD M USE 

Sect: DP - DEPORTATION UNIT 





Audit Date: 12/01 £01 4 02 45 '58 PM 

Reap: 8481 - US MARSHAL REFERAL 





Last Ac lion: 12/01/2014 32.45,58 PM Batch Audi 
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The first of your two staffing letters should look like this: 

Staffed to: DAL 
REQUESTED FILE 

Office Code: NRC Control Number: NRC2Q1 5000000 Date: June 4, 2015 


Alien Number: t : Happy G. 


j§ 

PP||||| 




AO 


TOO 

DAL 

Status: AVAILABLE M RECORDS 
Audit Dele: O&Qtf 2014 OS: 18; 38 AM 
L ast Act! o n : 93:08/20 14 08: 1 8 38 AM; T rans f er In 

Sect; RC - RECORDS SECTION 
mm 0013 - RECORDS GENERAL FILES 

i\ 


000 

MA 

Status; RECORD iN USE 

Sect: DP - DEPORTATION UNIT 





Audi? Date; 12/0 1/2 01 4 OS: 45. 58 PM 

Last Action; 12:01/2014 02:45 58 PM Batch Audit 

mm 0401 - us marshal referal 


This is t o cerrffy that I (we) have conducted a thorough search for the above listed A«fife and this fife: 

is atta ched 

could aot he located. 


Printed. Name Phone 


Signature Date 



Make sure nothing interferes with the barcode at the bottom of the page. Click and drag the “This 
is to certify. . section up and away from the barcode if you need to. 
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(b)(6) 


Now we will prepare the staffing sheet for Miami - DRO (ICE). 

Since this is an ICE staffing, the staffing sheet will be in letter format. Place the entire screen 
print just below the word “Attachments” but above the barcode. 

Highlight the MIA - DRO A-number, bold and increase the size to 10-font. 

Attached is additional information to be .used to reply to the requester, 

Art ached is our just ificaticn for withholding any responsive material. 

The followin g records system mmiher?titlc was search ; 

System Results 

Positive Negative 


I certify that I am responsible for the search of records conducted in my office encompassed by this 
request and the attached records were the only such documents: located in response to this request ... 

Signature 

Printed/! yped Name 

Title 


Telephone p 

I 

Attachments^ ) 






)GQ 

DAL 

SMus: AVAILABLE M RECORDS 

.Sect RC - RECORDS SECTION 



Mi Date: U9/08/2G14 081:€: 38 AM 

0013: - RECORDS GENERAL FILES 



Last Action: 05/08/2014 08: 1c- 35 AM Transfer in 


soc 


Status: RECORD M USE 

i Sect : DR - DEPORTATION: : m fT : : 



kudlt Date: 12AIV2G14 02:45' 5 8 Ptt \ 

Stem §01 - US MARSHAL REFERRAL 



Last Action: 12(3 4(23 14 02:4-5; 35 P U Batch Audit 
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If your screen print is too large to fit between “Attachments” and the barcode, place the 
cursor before the screen print and then click “Ctrl + Enter.” This will move your screen print 
to the next page. 


12.12.2 Two or more A-Numbers 

Multiple unconsolidated A-Numbers - If the Requestor has provided more than one A-Number, 
you must research CIS for each A-Number to determine if they relate to the subject. If the 
subject has multiple A-Numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
include the words “MULTIPLE STAFFINGS” near the center of the page on the FIPS staffing 
sheet, or if it is a letter format, on the first page, just under the address. Do not confuse this with 
the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 
“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. FST will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-Numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at 
Q:/Govemment_Contractor Shared Folder/files to consolidate.xls You are responsible for 
entering the alien numbers of the files that may possibly need consolidation. Records Operations 
will review the files and consolidate if necessary. If both files are not at NRC, do not add the 
information to the spreadsheet. 

12.12.3 Consolidated A-Numbers 

If the alien has a consolidated A-Number, then please enter only the lead (or surviving) A- 
Number on the worksheet in FIPS and request that file. Consolidated A-Numbers are reflected 
in CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-Number listed 
first is the primary A-Number; the other A-Numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-Numbers to the “files to consolidate” spreadsheet. 
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12.12.4 Empty Jackets 


General Inquiry For A300000000 


A30000000 


000 


Status/Last Action 


Location 


HAV 


Status: EMPTY JACKET 

Audit Date: 05/09/201 0 01 :55:40 PM 

Last Action: 05/09/2010 01 :55:40 PM Batch Audit 


Sect: ADJ - Adjudications 
Resp: 0000 - Adjudication II - - 0000 


If NFTS indicates the file as an “Empty Jacket,” you will normally not create a file request. The 
only time you ever staff for an empty jacket is if the FCO is HAV. If you are unsure, please 
contact FST. If the FCO is not Havana, and the only A-number you found is an empty jacket, 
your next step is probably to conduct a no records search, depending on the situation (No Record 
instruction is at Section 12. 18.6). If you found a receipt file, please refer to Section 12. 18. 12. 


12.13 Border crossing card number 

If the alien number provided by the Requestor is an 80,000,000 through 86,999,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. Please research CIS, PCQS 
and CLAIMS to see if there are any other A-files/receipt files associated with this alien, because 
you will staff for those files, if you find any. 

Sometimes a person has no other record than a Border Crossing Card, and you will know this 
because the only record you can find for that person is an alien number between 80,000,000 and 
86,999,999. If that is the only record you are able to find, select Category OTHER, then do the 
following: 

a. Create the case. 

b. If you have access to PCQS, search PCQS and print any data you find. It is better to 
provide PCQS screen prints, so if you do not have access to PCQS, please locate a 
person who has PCQS to print those screens. If that is not possible, search and print 
CIS screens 9101, 9101-history (F8), 9222 and 9223. 

c. Prepare the screen prints for scanning into this slot as responsive records. Please 
attach a “Scan As” sheet and mark it as “Responsive Records” with the screen prints 
to be scanned, and then take the responsive records to the designated person. (The 
current designated person will be posted by FOIA Operations on the ECN page.) 

d. Open a RAF ACS (not RAF ACS/CIS) staffing slot. Make sure “Customize Letter” is 
selected. You do not have to modify the staffing letter. 

e. Prepare a discussion explaining what you did, prepare any correspondence, and then 
pend the case. 
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Note: Alien numbers from 87,000,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.14 EAD numbers (100,000,000 through 199,999,999) 

If the alien number provided by the Requestor is 100,000,000 through 199,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to sections 12. 16 and 12. 1 8. 12.3 for additional information. If 
the receipt has been destroyed, follow instructions in 12.18.14. 

12.15 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 

12.16 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
Requestor provides a receipt number on their request, log into CLAIMS or PCQS and verify the 
information. 

If the Requestor provides only a receipt number, and that receipt number is from a service center, 
then we need to request the receipt file. Enter the receipt information into the Topic field. Make 
the first part of the description the receipt file number. Use the complete receipt number with no 
spaces or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files with a prefix from other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). District offices issue work 
authorizations, but we cannot request those. For instance, you cannot request receipt number 
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LOS0530775 120, no matter where it is. However, if you find an unconsolidated receipt file 
LIN0530775120, and it is at LOS, you can request it. 

A receipt could be either an application or a petition. For example, Form 1-90 is an Application 
to Replace Permanent Resident Card. The applicant is requesting a benefit for himself or herself. 
Form 1-360 is a Petition for Amerasian, Widow(er), or Special Immigrant. It is a “self-petition.” 
With form 1-360, the petitioner and the beneficiary are the same person and so VOI and consent 
requirements are the same as for an A-file. 

With many other petitions, the “petitioner” and the “beneficiary” are not the same person. That 
petition will always belong to both parties - both the petitioner and the beneficiary, except that 
sometimes the petition has been consolidated into another Privacy Act record: the beneficiary’s 
file. The Alien File is stored and retrieved by a unique identifier belonging to only one person: 
the subject of record (SOR). We need SOR consent to open the A-file, even though the A-file 
could contain information that belongs to another person. 

The following is a list of petitions in which the petitioner and the beneficiary are not the same 
person: 


I-129F 

Petition for Alien Fiance(e) 

1-130 

Petition for Alien Relative 

1-140 

Immigrant Petition for Alien Worker 

1-600 

Petition to Classify Orphan as an Immediate Relative 

1-730 

Refugee/Asylee Relative Petition 

1-800 

Petition to Classify Convention Adoptee as an Immediate Relative 


If you discover that the petition is consolidated into the beneficiary’s file, and you do have 
consent from the beneficiary, you must change the name of the subject in FIPS to the 
beneficiary. The beneficiary’s A-number goes in the A-number field, even if the Requestor 
entered the petitioner’s A-number on the G-639. We must address any correspondence about 
that petition citing the beneficiary as the “subject of record” or the “records’ subject.” This is 
legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record in order to staff for 
the record. 

If the petition is consolidated into the beneficiary’s file, and you do not have consent from the 
beneficiary, you will close the case as Total Denial and include the following blurb as the second 
sentence in the first paragraph of the TD letter: 

“It is the policy of USCIS to file any adjudicated petitions, such as 
the Form I-129F or Form 1-130 in the beneficiary’s record after 
issuance of a visa. Beneficiary consent is required to obtain any 
petitions from their record.” 
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This is legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record. If we are staffing 
the subject of record’s A-file, and if the Requestor is not the same person as the subject of 
record \ then we need certification of agreement from the subject of record. 

If the petition has not been consolidated into the beneficiary’s A-file, whether the petitioner or 
the beneficiary is the Requestor, we may staff for it. In this situation, we list the subject of 
record the way it is listed in the request letter, whether the petitioner or the beneficiary. 

PCQS or CLAIMS screen-prints usually would not provide the Requestor with the information 
he or she is requesting, because the Requestor is asking for a copy of the file. Rarely, a 
petitioner may only need a particular piece of information, such as proof of filing to prove 
Section 245i eligibility. If that is the situation, and we have the petitioner’s VOI (and 
certification of agreement, if necessary) then you should provide those screen-prints with a 
RAF ACS staffing. This is not usually what happens, so providing screen prints is an exception, 
not the rule. 

• If the Requestor wants a copy of a petition or supporting document, 

• and the petition has been consolidated into the beneficiary’s A-file, 

• and the Requestor did not provide certification of agreement from the beneficiary, 

• close the case TD. 

When the Requestor needs a copy of a petition or supporting documents: 


Unconsolidated 

Petitioner 

Staff for the petition. 

Unconsolidated 

Beneficiary 

Staff for the petition. 

Beneficiary’s File 

Petitioner 

Ensure the subj ect of record i s the 
beneficiary. Ensure the A-number 
entered is the beneficiary’s. 

We need either certification of 
agreement from the Beneficiary or we 
close the case TD. 

Beneficiary’s File 

Beneficiary 

Staff for the A-file. 

NVC 

Petitioner or Beneficiary 

If the receipt is 

located at the NVC, do not redirect to 
the NVC. Have the screen prints of the \ 
receipt scanned in as responsive 
records. Make sure the Track is 
TRACK 1 . Create the request using 


179 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2451 


R A F AC S ( ii oF R A F^C S/cYs ) 7 FI ri cT the] 
information from the archived receipt in \ 
PCQS and print that information. 

Prepare a “Scan As” sheet to be 
scanned as responsive records for the 
case number you have just created, 
attach it to the screen prints in OneNote j 
and send an email to 
FQJAPMGMM® On 

the subject line, put the control number j 
and the SOR’s name. Pend the case. 


Special Cases: 


NFTS shows petition has been destroyed in 
accordance with records retention schedule. 


Petitioner specifies “proof of filing,” or 
“status” AND the petition is consolidated into 
beneficiary’s file AND petitioner does not 
provide certification of agreement from 
beneficiary. 

Petitioner specifies “proof of filing,” or 
“status” AND the petition is consolidated into 
beneficiary’s file AND petitioner does provide 
certification of agreement from beneficiary. 


Prepare RAFACS staffing. Provide screen 
prints from PCQS and provide NFTS 
history screen print showing it was 
destroyed. 

Prepare RAFACS staffing. Provide screen 
prints from PCQS. 


Ensure the subject of record is the beneficiary. 
Ensure the A-number entered is the 
beneficiary’s. 

Staff for the beneficiaiy’s A-file. 

First, check history in NFTS. If it shows 
transferred to NVC. do not redirect to the 
NYC. Have the screen prints scanned in as 
responsive records. Make sure the track is 
TRACK 1. Create the request using RAFACS 
(not RAFACS/C1S). Find the information from 
the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be 
scanned as responsive records for the case 
number you have just created, attach it to the 
screen prints in OneNote, and send an email to 
FOIAPROGRAMNRC@uscis.dhs.gov On 
the subject line, put the control number and the 
SOR’s name. 

If they do not have it. prepare a RAFACS 


NFTS shows “Deleted.” 
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? staffing. Provide screen prints from PCQS. 

NFTS shows “No record of the receipt” 

| Look to see if there is information in the 
\ history. 

NETS shows the petition is at HBG pent 

ling l Prepare RAF AGS staffing. Provide screen 
| prints from PCQS and provide NFTS history 
| screen print showing it is pending destruction. 

NFTS shows the petition is at HBG, but 
RPC starts with XX, XY, ZG, ZY, or Zi 

the i It’s digitized. Refer to the Staffing Sheet 

l. \ Guide. If unsure, consult FST. 


For receipt files at HBG, use the NON-FOIA HBG file request. Do not request DIG T-files at 
HBG with RPC codes XX, XY, ZG, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most 
current information. 

12.17 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 


12.18 Staffing Scenarios 
12.18.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a red-letter banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 
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The temptation may be to staff RAF AC S/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 


0 Search la ALL Converted Offices? ; 0 Search For ONLY Specified File Prefix? 
! S ho w i o ^ e nf erad m iafter i format of MM /: p&J YYYYi j 


© Hiitery j 

\ © Comments 

;! :© A: : 


i; © ConsEft Matfcm i; ii 

' ! 0 Xs.:;;;::::::?.:: 

© ; A 


& 'Retire : : • 

© U\ 

Q 




: A .v -v. : . 

fx?: Na : A: 

' \ Search j 

\ Clear 1 


Exit 


Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T- 
files. FST will know the file is digitized because you have staffed using an RDF file 
request. This also applies to Retired files that have been digitized. Do not use the retired screen 
on Retired digitized files. An example has been provided below. 
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Do not use the retired 
inquiry. 




#<<"*>-. JAAA 


Iwnt-K AAO 

: W£: Wx ' t* . >' &x : : 


MX®. i ?■ ; 'M '$&& W 


In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 


NRC.” 
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12.18.2 Files Lost or Not Found LESS THAN SIXTY DAYS (Flowchart at 

Appendix H) 

12.18.2.1 Verify that the A-file is lost less than sixty days in NFTS and CIS- 
9504. A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the 
section titled “File located IND.” Print the 9504 Screen print. 

12.18.2.2 Search and staff for any additional non-consolidated T-files or receipt 
files. If you find no related T-files or receipt files, input the lost A-Number into PCQS. 
Open a RAF ACS staffing slot and have the screen prints added as responsive records along 
with a CIS-9101 screen print. 

12.18.2.3 Do a search for any possible related A-files such as mother, father, sister, 
brother. Input into CIS 9101, two A-Numbers above and below the lost A-file. Print the 
screen prints and attach as a CSD. 

12.18.2.4 Complete the lost file worksheet. Fill out as much information as you 
can. Attach the lost file worksheet, the CIS 9101 screen prints, and the 9504 screen print 
as a CSD. 

12.18.2.5 Click “In Circular Search” and click Save. Staff using the Lost File at 

FCO; File request (include the FCO that shows the file is lost). Under “Create File 

Request” mark the box “File Missing/Lost”. Select Lost file at FCO: . Click request 

file. Modify the letter by attaching a copy of the 9504 screen. 

12.18.2.6 To determine a numerical value for days the file shows Not Found, you 
may refer to the Julian calendar in Appendix H of this guide. From NFTS General Inquiry, 
use the date of “Last Action” or from CIS 9504 use the Date FTI. Calculate the number of 
days remaining until the case reaches lost for sixty days and manually repend the lost A- 
file. If the number of lost days is more than 60, go to paragraph 12.7.3. For example: A- 
file shows Not Found in CIS for 35 days, 60 days - 35 days = 25 days remaining. You 
would set the new number of days to pend to 25. 

12.18.2.7 Generate the acknowledgment letter. Click add lost file paragraph. FIPS 
will insert the lost file paragraph right after the CD paragraph. 

12.18.2.8 Verify “In Circular Search” is still clicked. Include Discussion to note all 
systems searched and date the file was lost. You are done. 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

Additional Address Links for the Lost File Flow Charts 

• Case Create Template Letters folder of the FOIA Library 
O:\Foia\FOIA LIBRARY\Case Create References\Case Create References 

• Enterprise Collaboration, ECN Network /Case Create Library 
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http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/default.aspx 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action section 
of the General Inquiry screen. 


File Edit View Favorites fools Help 




'ABack ’■ A] /IS i H Search CM Favorites i/Media Ur H 


Address |#j http : //nfts .use is .dhs .gov/nfts/fra meset .asp 


jj sfGo | Links 

7: "" 


General inquiry For A0917 


Mia 


ism 


Office 


Status/Last Action 


Location 


AQ917 


000 i SND ; Status: LOST FILE = Sect: RG - SNO RECORDS SEGTIWL 

last Action: 1 1/18/2004 12:56:50 PMjResp: 1000 - LOST FILE 
i : Lost File • i •: L •. • • • 


®Done 


intranet 


A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section titled 
“FILE LOCATED IND:” 


If the “Last Action” is more than sixty days ago, move to the next section of this guide. Files lost 
or not found MORE THAN SIXTY DAYS. 
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03/38/05 
09: 15:36 

iR# : 091? NRME : , GLORIA DOB: 040919 


FCO CREATING SUB-FILE: 
SUB- FILE CREATION IND: 


DATE FIR: 04122002 <HKDDYYYY) 

DATE FTI : 04152002 
DATE FTC: 04162002 

PERSON/ACTION: CHU/BP 

!j YOU HAY REQUEST A DISPLAY OF ANOTHER A-FILE BY KEYING A DIFFERENT A- NUMBER. 
CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 

3270 


NUMOVR 


When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at FCO: file 

request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the file per 
the FCO in NFTS. 


Under “Create File Request” mark the box “File Missing/Lost”. 


ACCESSION NUMBER: 0000 
INS BOX NUMBER: 

REQUEST NUMBER: 

2ND REQUEST DATE: 

3RD REQUEST DATE: 





'2 Ete Edit Session Transfer program Options jflSndow Help 


yum 


wMmm 


fill FTD 
COMMAND : 


IMMIGRATION RND NATURALIZATION SERVICE 
CIS - FILE TRANSFER DISPLAY (FTD) 
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.2. Select Lost File at FCO: 

,•3. Click Request File 

/ 4. Modify the letter 
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Generate the acknowledgement letter. 
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SI Add Lost Fii?j p^ir^i^rsph 
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;te options %$&& 


Ej O to* Oo^H^tt^on 

Click Add Lost File 
Paragraph 

Click Generate Letter 




FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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Dcoi Dennis T office 


We received your request foi information relating to Gloria Diaz Hernandez oil December 06, 2010. 

Youi request is be mg handled under the provisions of the Freedom of Lifomiation Act (5 U S C. § 552). 

It has been assigned the following control number NRC2010000S08. Please cite tins number in all future 
correspondence about youi request. 

We respond to requests on a first- in, hist- out basis and on a multi-track system. Your request has been 
placed m the complex track (Track 2). You may wish to narrow your request to a specific document in 
order to be eligible fbi the faster track. To do so, please send a wntten request, identifying the specific 
document sought, to the address above. We will notify you if your r equest is placed in the simple h ack. 

Li accordance with Department of Homeland Security Regulations (<5 C.F.R. § 5.3(c)), your request is 
deemed to constitute an agr eement to pay any fees that may be chargeable up to $25.00. Fees may be 
charged for searching for records sought at the respective clerical, professional, and or manager ial lates of 
$4.00;$" r .l)0.'$ltK25 per quarter hour, and For duplication of copies at the rate of $.10 per copy The first 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14 00 befor e we will charge you any fees Most requests do not require any 
fees; however, if fees m excess of $25,00 are required, we will notify you beforehand. 

Tins office will be pr oviding yarn recor ds on a Compact Disc (CD \ for use on your personal computer. 
The CD is readable on all computers through the use of Adobe Acr obat software. A ver sion of Adobe 
Acr obat will be included on the CD Your records can be viewed on your computer screen and can be 
printed onto paper Only recor ds 15 pages or more ar e eligible for CD printing To r equest your 
responsive records on paper, please include your control number and write to the above address Attention 
FOI A/P A Officer, or fax them to (S16) 350-57)35. 

Based on the information you provided in youi request, we conducted a search of our records locator 
index system. Tins initial search indicated that tlie requested record is lost or missing As a result, we 
have asked the Recor ds office to initiate a lost/missing file search Tins process takes an unknown amount 
of tune, therefore, we request your understanding and patience Once the file is found, we will pr ocess 
and provide it to you. If the tile cannot be found, we will notify you of our findings 

USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests When 
forwarding to us any documents related to youi request, please ensure an)' Social Security Numbers on 
the documents are blanked out or removed 


!: m B j ”• E 




•'£ V Sc; ... 




Page 1 Sec 1 1/2 ■ 


<&? 7 : SfcB. 7 *** 

. 2 • . .English .(US. .......... 


When the case create process is complete and the creator is ready to exit the case, click the 
“Pend.” 
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12.18.3 Files Lost or Not Found MORE THAN SIXTY DAYS (Flowchart at 

Appendix H) 

12.18.3.1 Verify that the A file is lost in both NFTS and CIS 9504. If either CIS 9504 or 
NFTS has a lost date less than 60 days, you must use the less than 60 day process. DO 
NOT staff for the A file. 

12.18.3.2 Search for any non-consolidated T-files and receipt files. If you find something, 
insert the following case note. “A-file number XXXXX is currently showing as lost. 
Staffed for the following files: XXXXXX. Once received, please review. Please also 
verify that the original a-file is still lost. Please process as a PD and advise the Requestor 
that the original a-file is lost.” Pend case for responsive records. You are done. 

12.18.3.3 If you do not locate any additional A-files, T-files or receipt files, input the lost 
A-Number into PCQS, open a RAF ACS slot, print all available screen prints and scan into 
case as responsive records. 

12.18.3.4 Complete the lost file worksheet. Fill out as much information as you can. This 
along with the screen prints helps prove that we conducted a duly diligent search, which 
becomes important if the Requestor appeals. 

12.18.3.5 Do a search for any possible related A-files such as mother, father, sister, brother. 
Input into CIS 9101, two A-Numbers above and below the Lost A-file. If you find any A- 
Files that may be related, insert the following case note and send to Unit Chief. “A- 
Number has the same last name as the subject. Possible related A-File. Sending to Unit 
Chief for further investigation.” A supervisor will review the case and send back with 
further instructions. 

12.18.3.6 If you do not find any related A-Files, print the CIS 9101 screen prints, CIS 9504 
Screen print, the 2 up and 2 down screen prints and the lost file worksheet. Have them 
scanned as CSD. 

12.18.3.7 Generate the Acknowledgement letter. Click “Add Lost File Paragraph” button 
so the lost file paragraph will be inserted into the ack letter. 

12.18.3.8 Include note to Case Processor: “A-file has been lost for more than 60 days. 

Unable to locate any additional A-files, T-files or receipt files and provided a copy of their 

electronic record. Please advise the Requestor that the original a-file is lost, but we have 

provided them an electronic copy of their record.” 

12.18.3.9 Pend the case for responsive records. 

12.18.3.10 Include in your Discussion all systems you checked and specify the date the file 
was lost in CIS and NFTS. 

Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines. 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

Additional Address Links for the Lost File Flow Charts 

• Case Create Template Letters folder of the FOIA Library 
O:\Foia\FOIA LffiRARY\Case Create References\Case Create References 

• Enterprise Collaboration, ECN Network /Case Create Library 
http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/default.aspx 
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LOST FILE WORKSHEET 


NRC 

A-Number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second A-Number and/or consolidation 

a. Second A-Number? 

b. AnyT-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.18.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically an NFTS screen. If the receipt is archived in 
CLAIMS and not found elsewhere, there is no screen print attached at all. See the 
Staffing Sheet Guide for current information. 

0: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS near the center of the page on the FIPS staffing sheet, or if it is 
a letter format, on the first page, just under the address. 

12.18.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-Number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. 

Sometimes the Requestor/subject will provide an A-Number and the file cannot be 
located in NFTS or CIS, but they claim to have done business with the service after 1975. 
Ensure Requestors provide the minimum information to allow a positive identification 
(i.e., full name, date and place of birth). If the requested records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 

■ Naturalization dates 

which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS, PCQS and/or CLAIMS for a record. If you find no record, please 
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refer to section 12. 18.6. It is important that you provide as much as possible on the 
Records Indexing file request. The name of the subject, year of birth and information as 
possible on the Records Indexing file request. The name of the subject, year of birth and 
country of birth are required information. You should use the latest version of 
records_indexer.doc, which you may find in O:\Foia\FOIA LIBRARY\Case Create 
References\Case Create References. A sample records_indexer.doc follows: 
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FOIA/PA RECORDS SERVICES BRANCH 


CO#: 

DATE: 

*Name: 

*DOB: 

Alias: 

COB: 

A#: 

DOE: 

C#: 

POE: 

Natz Date: 

Visa File#: 


Other Info: 


* Required Fields 

[X] FOIA personnel checked CIS, CLAIMS and PCQS and located no Records. 


M All Files 
Q Alien File 
O Certify True Copy 


FOIA/PA RECORDS ACTION REQUESTED 

□ C-File □ AR-Print 

Q Visa File Q Non-Existence of Record 

□ 


FOIA Remarks: 


RECORDS 


SYSTEMS CHECKED 


Searcher: 


n FLEX □ MiDAS □ MI 

□ CIS □ EARMS □ NIIS 

□ CLAIMS □ NIDC □ Other 


Search Section Receipt Date: 

I certify that this office conducted a thorough search of Index Systems and no record of the subject was found. 


Signature 


Date 


Alien Files/ Naturalization Files Section Receipt Date: 

I certify that this office conducted a thorough search in the Alien Files/Naturalization Section and no record of the 
subject was found. 


Signature 


Date 
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Records Remarks: 


TO RECAP RECORDS INDEXING: If the subject has had no business with the service 
since 1975 or earlier, they may or may not have a CIS record. If they do not, then staff to 
records indexing. If the subject has had business from 1976 forward, do not staff to 
records indexing. 

12.18.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting “no record” research, do the queries of all CIS and PCQS or CLAIMS 
searches as directed. Prepare a Final Action Letter with closing code NR. Insert a 
Discussion naming the systems you searched. Send to Up-front Approver. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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File Edit Session Transfer Program Options Window Help 


n\x\ 


a ma mm 


m 

I*® 


■a. 

B&. 

■A 


:,k 


Cl MS E A I MMI CRATI ON AND NATURALI ZATI ON SERVI CE 

COMMAND: CENTRAL INDEX SYSTEM - SEARCH MENU 

A#: 000000000 NAME: 

(Dl| ID #: 

| A/AA/AB/C/DA/DL/FB/FP/I /PP/SS/TD) 

(92! SOUNDS- LI KE NAME 
(03! EXACT NAME 
(04! AKA (ALIAS! NAME 
(95! LAPS EXACT NAME 
( 96) SOUNDS- LI RE NAME II TH DOB 


04/09/08 
09: 0/: 01 

DOB: 0OOOOOOO 


OTHER MENU SELECTI ONS 
( 92! DATA Dl SPLAY MENU 
( 93! ADD TRANSACTI ONS MENU 
[ 94! RECORD MAI NTE NANCE MENU 
( 95] FI LE TRANSFER SUBSYSTEM 


(11! MANUAL SEARCH REQUEST (MR) 

(12| MANUAL SEARCH RESPONSE ( SR! 

(15! ON- LI NE A- NUMBER REPORT REQUEST 

<-- SELECT TRANSACTI ON NUMBER. PI 

PI 

CLEAR EXIT PF5 HELP 


PRESS ENTER, FOR I D # SEARCH, KEY THE 
PREFIX AND THE ID # (EC, A123456789). 


PF6 Cl S MAI N MENU 


HUM OVR 


If you do not have PCQS, perform following searches in CLAIMS. Otherwise, go to PCQS and 
search using last name with an asterisk and first name with an asterisk. Select <> 90 days in 
relation to the DOB unless this provides too many responses. If you get too many responses 
select <> 30 days or exact date. If subject has two last names search each one with an asterisk. 

When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary/applicant (3) AND as petitioner 
(6)- 

Genealogy is exempt from this process. 
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File Edit Session Transfer Program Options Window Help 
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FSXMI MN1 

CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LI NE 

04/09/2008 
09: 10 
NRC273QA 

1. 

RECEIPT NO.: | 




(SELECTIONS BELO® FOR APPLICATIONS AND PETITIONS 

ONLY! 

2. 

USER 1 D: 

DATE: 

| MMDDCCYY] 

3. 

BENEFI Cl ARY/ AP P L 1 CANT 

NAME (LAST!: (FIRST]: 

BIRTH DATE: ( MMDDCCYY) 


4, 

A NUMBER: A 



5. 

REFERENCE NO. : 



6. 

PETI Tl ONER 
NAME (LASTS: 

( FI RSTj : 


PF3 PF6 

CANCEL MAIN MENU 

nn 

PF8 PF10 FF 11 

LOGOFF REMOTE ACT UPD BY CODE ACT 

PE 1 2 

UPD BY RCPT 

HUM OVR 


12.18.7 A-Number in CIS but not in NFTS 

If there is an A-Number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.18.8 ICE files 

When you staff for any file that is for one of the ICE functions, be sure to change the 
Bureau in your case to ICE. 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 
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OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 

Refer to the latest versions of RPC Reference for Staffing and FOIA Staffing List in 
O:\FOIA\FOIA LIBRARY\Case Create References\Case Create References\FOIA FCO 
List and O:\FOIA\FOIA LIBRARYACase Create References\Case Create 
References\RPC Reference for Staffing. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

i.e.... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 


Office Section 

Acronym 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 
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12.18.9 SAC locations 


Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 

12.18.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.18.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX, ZG, XY or ZY. 

Q: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC, 
NBC or RDF for scanning. Those offices either scan directly into FIPS for us or we 
export the A-file from EDMS. Therefore, if the A-file is at one of the above service 
centers and there is a T-file anywhere else, including at the NRC, you will have to staff 
for the T-file. This includes any digitized files. Another example of when we staff for an 
in-house T-file is when the responsive records are scanned in simultaneously with the 
request. 

12.18.12 Receipt files 
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12 . 18 . 12.1 Do not request receipt files with a prefix from any offices other than one of 
the five Service Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). 
District offices issue work authorizations, but we cannot request those. For instance, you 
cannot request receipt number LOS0530775 120, no matter where it is. However, if you 
find an unconsolidated receipt file LIN0530775120, and it is at LOS, you can request it. 

12 . 18 . 12.2 If the Requestor does not specifically ask for a receipt file and provides an 
alien number, request the alien file only. 

12 . 18 . 12.3 If the Requestor does not provide any receipt number or alien number, then 
you must research CIS, CLAIMS and PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. You may also check the status of a petition or application on 
USCIS.gov, and you may use that information justify referring the case to 
Department of State, or you may add that information to RAF ACS responsive 
records (as described in this paragraph). Ensure the receipt file has not been 
consolidated into a T-file or into an A-file. Please request the A-file or T-file if 
the receipt file has been consolidated. Check CLAIMS to be sure that the Service 
did not reject the receipt. Receipts that are shown as rejected in CLAIMS are 
returned to the submitter by the Service Center. Print the CLAIMS screen(s) that 
shows the receipt was rejected by the service. Create a File Request to RAF ACS 
(not RAF AC S/CIS). Leave the “Customize Letter” button selected. Attach a 
“Scan As” cover sheet to the screen prints, mark the box “Responsive Records” 
and take to person designated to scan RAFACS-only responsive records. Pend 
the case. 

If there is no location information in NFTS, and if NVC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the 
“Customize Letter” button selected. Attach a “Scan As” cover sheet to the screen 
prints, mark the box “Responsive Records” and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 

12 . 18 . 12.4 If the Requestor specifies a receipt file, and the receipt has not been 
consolidated, you may have VOI (and certification of agreement, if necessary) 
from either party and you may staff for the file if it is available in records. If you 
are unsure of whether you need certification of agreement, please refer to section 
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7 of this guide. If the receipt is not available in records, please refer to sections 
12.18.6 or 12.18.14 If it is available in records in NFTS, first verify the receipt 
number belongs to the subject, then staff for that receipt file. 

If the receipt has been consolidated into an alien file, the situation is different. If 
you have VOI (and certification of agreement, if necessary) from the person 
whose alien file the receipt has been consolidated into, then you should verify the 
alien number belongs to the subject and staff for that alien file. If there is no 
certification of agreement from the person whose alien file the petition has been 
consolidated into, you will close the request as TD. Refer to section 16a, “TD 
(total denial) CASE CLOSINGS.” 

12 . 18 . 12.5 Forms 1-526 and 1-829 are petitions filed by an Alien Entrepreneur. If, 
while researching the receipt file, you discover in CLAIMS or PCQS that the 
receipt is either a Form 1-526 or Form 1-829, please take the following actions: 

1 . Send an e-mail to NRC. FOIASIG and CC your supervisor stating that 
NRC201XXXXXXX (your case number) is requesting copies of an 1-526 
or 1-829 receipt file. 

2. Copy the body of the e-mail and paste it into a discussion. 

3 . Send the case to Unit Chief. 

4. SIG will then reassign the case to the COW queue for action. 
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12.18.13 Archived receipts 


_ g| xH 
-Isixill 


01/27/7011 
09:35 
C0W6768C 

RECEIPT NUMBER MX*'?.. HAS BEEN ARCHIVED 

TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT ’Y’ BELOW 

GENERATE REPORT - (Y)ES OR (N)0: 


HUH OVR 


This screenshot shows a receipt that has been archived. 

If we receive a request for a receipt file and the receipt file has been archived per CLAIMS, 
create the case as usual. To determine whether we need to request the archived receipt file do one 
or all of the following as necessary: 

A. Enter the receipt number in NFTS. There may be evidence that the receipt file has 
been consolidated into an A-file or there may be evidence that the receipt file has been 
forwarded to the NVC. Sometimes, you can discover that an archived receipt has been 
forwarded to NVC through PCQS. If the receipt is located at the NVC, do not redirect 
to the NVC. Have the screen prints of the receipt scanned in as responsive records. 
Make sure the track is TRACK I. Create the request using RAF ACS (not 
RAF ACS/CIS). Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive records for the 
case number you have just created, attach it to the screen prints to OneNote and send 
an email to FOIAPROGRAM NRC@uscis.dhs.gov . On the subject line, put the 
control number and SOR’s name. Pend the case. 
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B. On the USCIS website (http://www.uscis.gov/portal/site/uscis) enter the receipt 
number in the “Check Case Status.” Checking the receipt number on the website may 
provide evidence that the receipt file has been forwarded to the NVC. 

C. If there is no evidence that the archived receipt file has been forwarded to NVC we 
will create a file request using RAF ACS (not RAF ACS/CIS). Find the information 
from the archived receipt in PCQS and print that information. Prepare a “Scan As” 
sheet to be scanned as responsive records for the case number you have just created, 
attach it to the screen prints and take those to the person designated to scan RAFACS- 
only responsive records. Pend the case. 

D. If there is no evidence in PCQS, add a note on the staffing sheet “Receipt is 
archived.” A designated clerk will receive the staffing request, have the archived 
report created, and get it scanned in as Responsive Records. 

12.18.14 Receipt files; Lost receipt file, File destroyed, File cannot locate or File Rejected 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following language; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE” or if the receipt was rejected, create as Track 1, category OTHER. 

Create a file request to RAF ACS (not RAF ACS/CIS). The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS or 
PCQS screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). 
Attach a “Scan As” cover sheet to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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If NFTS shows a receipt has been “Deleted,” please refer to section 9.2. Section 12.18.14 is 
only for files that show Lost, Destroyed or Rejected in NFTS or if we receive a staffing 
response saying “File cannot locate.” This is what the response will look like: 
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12.18.15 Hidden Patriot Investigation Case 

When you enter your file number into NFTS and the result of th e search shows the FCO location 
thtmCfU ls WAS, the code is IX, and the description i | | please do the following: Staff 

for the file at Non-FOIA Office: WAS and create the following discussion note: | | 

I investigation case. Staffed for file at Non-FOIA Office WAS. Once file is scanned 
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into responsive records, please forward case to the current designated processor for 
processing.” Refer to screen print below. 
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12.18.16 Creating Staffing and Acknowledgement letters for ELIS2 cases 
NOTE: All forms have either migrated to ELIS2 or are handled outside of Legacy ELIS. 

Any references from this point on refer to ELIS2. 

Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and copy 
Tracy Bellisime. The subject of the e-mail should be “ELIS 2 staffing” and the body of the e- 
mail should be the case number. 

12.18.16.1 Deleted 

Step 1: Find the IOE Receipt Number 

Whenever you create a case, please check the ELIS2 block in PCQS to search for the IOE 
Receipt number. 
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If you get a response of “Person Found In: ELIS2,” please check the box and click “Search 
Selected Persons” to get your IOE Receipt number. 
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You will come to the page below. Please copy the IOE number. 


You will come to the page below, “Activities Search Results.” Please copy the IOE Receipt 
number. 
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12.18.16.2 Deleted 

Step 2: Is the case open or closed? 

Using this same Activities Search Results section, check the box on the ELIS2 line, then click 
“View Selected Activities.” 
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On the ELIS2 details screen, find the “Case State” in the “Account Header” section. 
If the case state is accepted, optimized or reopened, your case is open. 

Account Header 

Name Reed Enright 

Alien Number A2 
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NOTE: The Case State can also be found in the Case Details section of your screen print. 



12.18.16.3 Deleted 

Step 3: Create the Case/Put IOE Receipt Number in Topic Line 

Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number into the 
“Topic” line on the FIPS worksheet. 
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IOE Number IS [T opie Line 



NOTE: Putting the IOE number in the Topic line is the only way we have to track ELIS2 cases. 
Next, create a staffing to the correct File Control Office. 


12.18.16.4 Deleted 

Step 4: Is your requestor an attorney/representative or is this a self-request? 

If you answered “yes” to either choice, go to Step 5a(l) to create your Staffing and 
Acknowledgement letters. You will be inserting specific language into both letters. 

If the requestor is other than an attomey/representative or a request from the subject of record, go 
to Step 5b(l) to change your Staffing letter only. There is no change to the Acknowledgement 
letter. 

A wife requesting her husband’s file is an example of an “other.” 

If the case is closed (see example below), it doesn’t matter who the requester is. 

Goto Step 5b(l). 
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Step 5a(l): Staffing letter 

Open cases from Attorney/Representatives or self-requests: 

• Replace the Alien number at the top and bottom of the page with the IOE Receipt number 

• Replace the first part of the second bullet which reads “Send a copy of all responsive 
documents to the FOIA office in their entirety,” with the sentence, “Send a copy of the 
Case Details and Case History tabs (expand all), any restricted content, and any risk 
resolution memo.” 

• Do not replace “DO NOT MAKE REDACTIONS.” Leave it at the end of the second 
bullet. 

Before 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

Alien #: 2 

Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC2016 
Alien #: 2 

Subject Name: Reed Enright 
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After: 


MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of the Case Details and Case History tabs (expand all), any restricted 
content, and any risk resolution memo. DO NOT MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC2016 
IOEXXXXXXXXX 
Subject Name: Reed Enright 


Step 5a(2): Acknowledgement letter 

Open cases from Attorney/Representatives or self-requests: 

• Add the paragraph, “From the USCIS Electronic Immigration System (ELIS) you 
may download the case intake snapshot, case evidence, and correspondence (e.g. 
any G-28 Representation or Withdrawal request) from your Case Details screen,” 
between the fee and CD paragraphs. 
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Example 


In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.3(c)), your 
request is deemed to constitute an agreement to pay any fees that may be chargeable up to 
$25.00. Fees may be charged for searching for records sought at the respective clerical, 
professional, and/or managerial rates of $4.00/$7.00/$10.25 per quarter hour, and for duplication 
of copies at the rate of $. 10 per copy. The first 100 copies and two hours of search time are not 
charged, and the remaining combined charges for search and duplication must exceed $14.00 
before we will charge you any fees. Most requests do not require any fees; however, if fees in 
excess of $25.00 are required, we will notify you beforehand. 

From the USCIS Electronic Immigration System (ELIS) you may download the case intake 
snapshot, case evidence, and correspondence (e.g. any G-28 Representation or Withdrawal 
request) from your Case Details screen. 

This office will be providing your records on a Compact Disc (CD) for use on your personal 
computer. The CD is readable on all computers through the use of Adobe Acrobat software. A 
version of Adobe Acrobat will be included on the CD. Your records can be viewed on your 
computer screen and can be printed onto paper. Only records 15 pages or more are eligible for 
CD printing. To request your responsive records on paper, please include your control number 
and write to the above address Attention: FOIA/PA Officer, or fax them to (816) 350-5785. 

Step 5b(l): Staffing letter 

All closed cases or cases from others (not Attorney/Representatives nor self- 
requests): 

• Replace the Alien number with the IOE Receipt number at the top and bottom of 
the letter only. Do not replace the second bullet. 


Example: 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 


ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 
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SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 

• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC20160 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5b(2): Acknowledgement letter 

All closed cases or cases from others (not Attorney/Representatives nor self-requests): 

• There is no change to the Acknowledgement letter 


ELIS FAQ’s 

Q: The NFTS screen print says that ELIS is consolidated into a T-file. How do I fill out the 
Staffing Sheet? 

A: If ELIS is consolidated into an A or T-file per NFTS, do not replace the A-number with the 
IOE receipt number or replace the second bullet. Create as a normal case (not in ELIS), except 
don’t forget to add the IOE Receipt number to the FIPS worksheet. 

Q: Which FCOs adjudicate the Form 1-90? 

A: MSC/NBC, SSC and WSC. . .check NFTS for the correct staffing. 
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12.18.16.5 Deleted 


12.18.16. b Deleted 

12.18.16. b.l Deleted 

12.18.16. b.2 Deleted 

12.18.16. b.3 Deleted 

12.18.16. b.4 Deleted 

12.18.16. b.5 Deleted 


12.18.17 RAFACS Staffings 

Occasionally when someone requests a file, we are unable to find it. Do we just close it “NR?” 
In certain cases, we can. 

However, if we can find something that belongs to the Requestor, such as a Border Crossing 
Card, CLAIMS or PCQS screen prints, we cannot close the case “NR.” 

Staff to RAFACS all requests that you can’t find what the Requestor is asking for, but you can 
find other documents that relate to the subject of record. After doing so, please change the case 
to Track 1 . 


13. REASSIGN OFFICE 

A case creator may sometimes have to move a case that was scanned in the NRC queue to 
another queue for processing. Before you create a case, you can click the drop-down box and 
select a different office. You will be able to do this even if you do not have that queue assigned 
to you. 

Accidentally reassigning the office: Before you create the case, make sure the Office is correct. 
When you click Save after you have filled in the case information, FIPS’ focus will go to the 
Office drop-down box. If you have inadvertently touched the mouse wheel while it is saving, 
you may inadvertently “reassign the office.” That is to say, when you create the case, it could 
have a BLR number, for example, instead of an NRC number. It is always a good idea to re- 
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check that NRC is selected before you create the case. If you have accidentally reassigned the 
office, you must print out all pages of the request, attach a Scan As sheet, and take it to OA to be 
scanned in as a new case. 

There are times you intentionally reassign the office prior to creating the case: 

Reassign the office to CNT if the request is for a contract. 

Reassign the office to HQS if the request is for CIS Personnel Information. 

Reassign any SIG case to COW. 

After you have reassigned an office, you must click “Save” again before you create the case. 

If you are not sure about reassigning an office, it is a good idea to discuss it with a supervisor 
first. 

First you must select the correct office. In this example, we have a request from a newspaper, 
which makes it a SIG case, so we want to reassign the office to COW. Use the drop-down box to 
select the office where you want the case to go, click Save. 
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First 
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* -Number: 

Topic j_j:_ is visas filed by Outsource Georgia,. Inc., 2008 to present. 


Next, search for duplicate cases and then create the case. The case will have a COW number. 
You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC, FOIASIG with the case number and brief 
description of the topic, Requestor or reason you reassigned the office. If you spoke with 
somebody in SIG before reassigning the office, mention that in the discussion as well. 
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As soon as you click on “Reassign Office,” the case will go away and you will be ready for your 
next case: 



14. CLOSING A CASE AS “NAiFOIA or PA not applicable:” 

A. Create the case if you have not done so already. 

B. Select the “Final Action Letter” from the Tasks tab. Select “NA” from the final action 
codes list. You will have to select a Non-FOIA Operational Unit. Choose “NRC- 
Director. 

C. FIPS will generate two letters; you will need to blank out the NRC Director Referral 
letter and type “Do not send.” 

D. Make the appropriate edits in the Final Action Letter, depending upon the situation. 

E. Create a Discussion explaining why you closed the case as final action NA. 

F. Send the case to Up-front Approver. The supervisor will review and close the case. 
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Fee Information 




Final Action Letter 


:| DP. Duplicate 
;|i ER; Created in- Error 
:|i FC: Requestors failure to comply 
FI ; Requestor's failure to ID record? 

•TIB: Not applicable -certified copy 
jNR'iwn- possession of records 
•: CR: Old records 

:|i RD-: Redirected to another agency 
| RF; Referred to a DHS Component 
|: UT: Unable to locate records 
ijj WB j Request withdrawn 


Finai Action' ’&epi&iiid^ 

Records Needed 

. . ; Insert Clerk of Coorts/Na tional Archives paragraph 
• Insert women married to U,S, citizens paragraph 


jiion FOIA Offices 
: Privacy Act Amendment Request 
\ REQUEST FOR FILE FROM A FOREIGN FCG 
Service Centers 
ijTRN FOIA/ FA UNIT 


Reasons ttiedirects/fti^ 


I; Submit; | Reset i \ 


15. ER (created in error) CASE CLOSINGS 

Prepare a Final Action Code using the “ER” option for cases when the following situations arise 

• When a G-884 Return of Original Documents is scanned in FIPS. 

• When a routine use/child support request has been scanned in FIPS. 

• When subpoenas/court orders have been scanned in FIPS. 

• When a Bond Obligor request has been scanned in FIPS. 

• Requests from Foreign Consulates (no letter required) 

Procedure: 

A. Create the case if you have not done so already. 

B. Select “Final Action Letter” from the Tasks tab. 

C. Select ER from the list of options click “Submit.” 

D. FIPS will not create a letter. Prepare a detailed Discussion. 

E. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

16a. TD (total denial) CASE CLOSINGS 
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■ Create the case as Track 1 . 

■ Change the case category to “Third Party No Consent” and save. 

■ Select the “Final Action Letter” from the Tasks tab. Select “TD” from the final action 
codes list. 

■ Paste in the body of the “TD No Agreement language” onto the FIPS TD final action 
letter, which you may find in the Case Create Template Letters folder of the FOIA 
Library or the Enterprise Collaboration, ECN Network Case Create Library. 

■ Review the letter to ensure the pasted content is in the correct format, save it and check it 
in. 

■ Uncheck the Print to CD box. 

■ Create a Discussion: “Third Party, No Agreement.” 

■ Send to Up-front Approver. 


16b. FC (failure to comply) CASE CLOSINGS 

A. Create the case if you have not done so already. 

B. Select the “Final Action Letter” from the Tasks tab. Select “FC” from the final action 
codes list. 

C. Paste in the body of the appropriate “Unperfected Request Letter” onto the FIPS FC final 
action letter, which you may find in the Case Create Template Letters folder of the FOIA 
Library or the Enterprise Collaboration, ECN Network Case Create Library. 

D. Select the “Unperfected Letter for Older G-639 version” for all requests submitted on a 
G-639 date prior to the revision dated 01/29/12 or 

E. Select the “Unperfected Letter” for all new requests and requests submitted on the newly 
revised G-639 revision date 01/29/2012 or 

F. Select the Unperfected Letter for G-639 dated 3/3 1/2015. 

G. Review the letter to ensure the pasted content is in the correct format 

H. Create a Discussion to the Up-front Approver with your findings and reasons for closing 
as a FC case. 


Replace the contents of the letter using 

O:\Foia\FQIA LIBRARY\Case Create References\Case Create References Unperfected 
Letter for G-639 dated 3 - 31 - 15 
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Or 

O:\Foia\FOIA_LIBRARY\Case Create References\Case Create References Unperfected 

Letter 

Or 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create References Unperfected 
Letter for Older G 639 version if an older version of the G-639 was submitted. 

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e-mail to 
NRC, FOIASafe with the case number, A-number and name of subject of record. The classified 
document control point of contact maintains the files in the FOIA Safe until the case is 
closed. Once she is notified the file is no longer needed, she will return the file to the original 
FCO. 


17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated 
letter. Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 

18. ACKNOWLEDGEMENT LETTERS 

We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address request and any cases going to FOIASIG. The example in this guide shows how 
to do a standard acknowledgment letter if we have verified certification of agreement and 
identity, the Requestor has not asked for expedited treatment or a fee waiver, and we have found 
a responsive record. As you go through this example, please keep in mind that there are many 
factors which would require you to prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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; Case Actions 

"Tat sfc 

Status 

us-arch - For ‘Duplicate - C'aees 


Create Additional Cases 

Not Started 

Create- Fite -Request 


Ackno wfedaetnsnt Letter: 

Not Started 

Fins! Action Letter 

Mot Started 

Specialty Letter 

Net Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial: Letter 

Not Started 


Records Lc-cator j; Case Processor ji Case .Approver i< Uni 1 : Chief ji. Up-front Approver ji Pendjj Reassign Office ji . Se 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 


-W | :^.Case360 Home 


FIPS v cO Training build 06 v Work Queries 

processing: Fee Informs ten 


v Actions 


Options tiitfohial Required 

Fee Estimate i jcj other Requester Documentation 

; Prep ayment Re quire d j j 

:j E3 Advance Payment Returned 
!; E3 Add Lost File Paragraph 
; E3 Add Track 3 Denial Paragraph 


options found.. 


■xfienerats Letter 


Lancet; 


Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 
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to j to Case36Q Home 

FIPS v?,0 Training build 06 * Work Queries •< Actions- Standalone Search: 

Processing Fee Snformat-ion 

Successfully generated fetter Acknowledgement Letter-FOIA. 

> Click on OK to continue. 


Save in: 

j i;A f mlporter 

•T : S* El a 



to .java 

£l Global 360_updown_version 



Application Data 

^NRC20 100005 11_6_REFERRAL 


My Recent : 

i to Desktop 

: &jNRC20 100005 11 7 FA PD 


Documents 

iU? Favorites 

% NRC20 1000080 2_3_ONE_P AGE 

?- v 4 

ASLDClient 

flNRC20 1000080 2_6_AK_FOI A 



to: Local Settings 

$;NRC20 10000804_3_FA_RF 


Desktop 

ID My Documents 

1)NRC20 10000804_4_REFERRAL 

.AGENCY 


|toMy Recent Documents 

: |jNRC20 10000806_3_ST AFFING_ 

PDFJCE 


;i£3NetHood 

i^NTUSER 



:|:&i Oracle Jar Cache 

• • ntuser.dat 


My Documents 

itoPrintHood 




iitoSencfTo 




tostart Menu 



■■ 'vo#*'’"' ■ 

ytoTem plates 



My Computer 

to) eistream upload 











My Network 
Places : 

Filename: jillil 

illMSIl A 1 

Save 


Save as type: iAII files 

▼ : 

Cancel \ 


The acknowledgment letter will pop up: 
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:'M A : : :§$£ : : : : ijjjjf^Et :j: : : YcAb: : : : Tjp£ : : l.^jCK^: : : :•: : : : : : : - : ’: 

1111111 


■% \ : or \Tid * Tirr;-';':: Nif.% + li * & / $J : $:$: | xg: :xg ££ ,,£ * ; : " *W IF \ : * '"/ » ..:.< - 



Deccmb<u 3, 2010 


: •• *>y •: (■?.' . •.'••' •' V A . V 


ib& l^«f(awftt «f MtaM&uwl ikmtiiy 

p.o hwtezm 

L^$.;S^:aM:, MO MjM4 -2003 

US. Citizenship 
ami Immigration 
Services 


NMMUMWOSM 


%m Tm\$m$.j*-A 941XI- Y'l 


Dear ] 


W< ) m etvs d yom x<t|« csf fk htfeumatifui ^ktiaf to (la is P B&cou •>» December 02 10 M 

Y<mr request k beiu$ IwiKlIcd makr the pm visions of the Beedem of Tnikmaiku A<f 45 ITS. (A * 552). 

It ha* beer* tetipiwl Ok ft>]k> wui| control miroW. ]^("20l0i)00^00, Vk-d$t- cite tins munbej in all future 
c cot e sp onileiice sb on t your mju e st 

We vespoad to mpKsU <>sx u ft s Wit. fest-nitt bask aud t>r) a jwdhkoik system. Your mptesi h;»s beeij. 
pkeed m Ok cmnpfe. m*k (Track 1) You mw wbjji h> mwwy*w revest to 3 ?j>ec j|ie duynmaii m 
urder to be eligible hr die fwim track To do $<>>. pDase $&%&■.$. witflm request, ideuitfytng die speedie 
MuTumti s<wghf. to the address >dm*e. We mil notify yon *fy wt request k placed in the mypk track. 

In iK cin ttanee with Dcyr«tuKut of Homeland Security Re gjjlatious (6 U.F.R. § 5 >{c)h yom revest is 
deemed to cmwhtme an agreement h> pay any fees that may be ybargeabk; up to $25Wb. Fees maybe 
chared Ak xearvhmg jk retold* sought at the respective clerk;*}, pfoftssioiiol and or immageoal rates of 
^ i00 $y 00; $10.25 per quartet hour, ;*nd for dnyUcairon of copie s at the j ate of % 10 per copy The first 
100 copies and two Itonrs of search tua< are not etratfed, and the remauriny combine d chai ges for .search 
;oad dupheatimr nrust exceed $14.00 befor e xve will char ge you any lees Most reapiests do ml require any 
fees jiowevei, if fees in excess of- ^15.00 are rerprirerl. we will notify yon bcforelmid 

This office will be ptovidmg y<yw. records on a Compact I>is< (CD) for me m yom personal 

The CT) is readable on all conqinters fiujur^li the use c>t Adobe Acrobat software. A/ycrsionof Adobe 

u«jjt.-.vi)b>t '’.V'it I I'lK /«t riiA rr> VViJiti rKi'lwvb •' viM^. 1 ! ot> ayuh’ Yv«5>»>vnrK» c/ v<'A« ( v ov. tu> 

sv iyO :s - f c m 

.y^: v< ';S ' □ ; • : t ; ^ : .i y ^ i ' ? Al.. 2 .. 2 i 

•Paa* i i isa at? <? (;< f; ©vfcMW 


p 


You may have some modifications to make to the letter. If it is a request for Specific 
Documents, please delete the words “Specific Doc Information” and specify what they are 
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requesting. Word it as closely to their description as possible while maintaining proper grammar 
and punctuation. 


After you finish, save the Word document and exit Word. Next, go to the “Contents” tab and 
click on the “Check in Document” icon. 


Tasks 


Discussions 


C 3 se Actions : 


Histotv 



Seq, 



■ ■ A-tturobef • 

H :fi| Acknowledgement Letter-FGIA 

6 

Editing 


12/3/2010 10:14:14 AM 

S3 1 Check In Documentf 

5 

Pending 

DRO - SEA Seattle 

012345578 12/3/2010 8:28:17 AM 

§§ ••$ta?fing^pspon^ 

- 

Pending 

DRO - SEA Seattle 

0 12345678 12/3/28 18 8:28:17 AM 

H) Staffing Letter - ICE PDF 

3 

Editing 

DRO - SEA. Seattle 

12/372010 8:28:17 AM 

H Request Supporting Documents 

2 

4 Scanned 


11/5/2010 8:32:47 AM 

H Request Letter 

1 

2 Scanned 


11/5/2010 8:32:45 AM 


( j i Casa Approver Ci^if i; Up-front Approver | j Fend , jj Reassign Office; 


Se 


Click “Open' 



In this example, we are now ready to send this document to “Pend.” 
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19. DISCUSSIONS 


Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS creates entries in the Case Actions tab for all activities and creates a display on 
the Case Info screen when a duplicate is attached, but does not explain why. 

FOIA/PA Assistants or Government Information Specialists must create Discussions: 

• for any Up-front Approver case, 

• anytime they are moving a case to Unit Chief, 

• anytime they are reassigning the office, 

• anytime they are staffing based on best available information, and 

• any time there is a need to explain something unusual. 

Because Discussions become a permanent part of the case in FIPS, you should not use 
Discussions to record personal feelings or to debate, question, or even to seek clarification. A 
FOIA/PA Assistant or Government Information Specialist should discuss issues needing 
clarification via e-mail, a telephone call or a personal visit to his or her supervisor. 

20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally Requestor documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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1 . Enter the ease number you 
are attaching the document to. 


2. Click Submit 
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4. Click Add Document to create a new CSD slot. 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned If the fax needs to be scanned in before reviewing, the OA Room clerks can scan it 
in and notify you. They may also deliver the fax or mail if needed. 

22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking Requestor documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requestor Docs” or “CSD” on the first page, along with the date and your 
initials. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 

23 . 1 THE 0 A ROOM (NRC, FOI AO A) 
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When you review all the scanned in CSDs and request documents which have been scanned into 
the case, you may find issues needing attention. Send e-mails to the OA Room when: 

A. The original Final Action Letter and responsive records were mailed but the 
Requestor never received them. The OA room will reprint the records to CD or 
paper and re-mail per instructions provided in the e-mail. The instructions must 
include the control number and whether to print CD or paper, as well as how the 
case was closed “G1 or PD.” Include a Discussion in the original case. 

B. The responsive records need to be re-printed to CD due to the Requestor receiving 
a broken CD. 

C. The Requestor has either has a changed or new address; therefore, the records 
need to be re-printed and re-mailed to the Requestor. You need to state in your 
instructions to the OA room that you’ve made the changes to the address in the 
final action letter. Correct the address on the final action letter and the FIPS 
database. State that you’ve changed the address in a Discussion. 

D. The first or second page of the new request is missing. Ask them if they can 
check to see if the page was missed by the scanning department. Include the 
REQ#, and the data handwritten on the first page of the request. If the first page 
is missing, include the REQ# and the date the case was scanned. Send the case to 
Unit Chief until the OA Room sends a response. Then have the case returned to 
you and create as usual. 

Note: sometimes we find documents that do not belong in the case we are working on and 
belong in another case or need to be created as a new case. Attach a coversheet and deliver it to 
the CSD bin in the OA Room when the request letter and supporting docs need to be printed and 
scanned into another case. Include instructions to the OA Room or the case creator, if necessary. 
You will need to attach a coversheet as a CSD when documents need scanned into create a new 
request attache a NEW REQ (new request) coversheet and deliver to the New Requests bin in the 
OA Room. Do not send an email. 

Don’t forget to add a Discussion to the original case. 

23.2 FST (NRC, NRCFOIAMSB) 

Send e-mails to the FST mailbox when you encounter an appeal in case create that was not 
previously addressed. See section 8.16 

All e-mails to the FST mailbox should contain the control number, the A-Number or subject of 
the case, and specific instructions relating to the case. 
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23 .3FIPS PROBLEM 


Send e-mails to NRC, FIPSPROBLEM, NRC, FOIA PROGRAM, Tracy Bellisime and your 
supervisor: 

A. If you are receiving FIPS errors, including if FIPS spontaneously closes 

B. If responsive records need to be copied from one case to another 

C. If records are incorrectly scanned in a case and need to be removed 

D. If FIPS is running unusually slow. 

If there are errors in FIPS or FIPS is running slowly, copy the following people on the e-mail: NRC, 
FIPSPROBLEM, NRC, FOIA PROGRAM, Tracy Bellisime and your supervisor. 

Include the following in the subject line of your e-mail: 

• If you are at a Work Stoppage and cannot do any work in FIPS, please title your subject 
line: WORK STOPPAGE, control number and issue. 

• If the case you are working on has a problem that is preventing you from completing it, 
please title your subject line, CASE NEEDS CORRECTION, control number and issue 

• If the message deals with a problem you can work around, please title your subject line: 
FYI ONLY, control number and issue. 

In all cases, in the body of your message, please follow the same format listed below. Attach 
sanitized screen prints if applicable. 

All e-mails to FIPSPROBLEM, NRC, FOIA PROGRAM, Tracy Bellisime and your supervisor 

must contain specific instmctions, including a description of the problem and the role of the case; 
standalone, create, locator or processing and the control number or REQ number if you were creating 
the case. 

■ Are you teleworking or at the office? 

■ Temporarily: What operating system are you using? XP or Win7? 

■ What is your cube number? 

■ What is you work extension number? 

■ If there are errors in FIPS or FIPS is running slowly, include the following information in 
the e-mail: 

o What were you doing when the problem began? 

o Did you get an error message? If so, include the message or a screenshot of the 
message. 

o Is it slow or not responding at all? 
o What other Internet sites do you have open? 

■ If you are viewing or editing Responsive Records: 

o How many pages of responsive records are there? 
o Do you have thumbnails on? 

o Were you checking in a document, image file or letter? 

■ If you were doing a search: 
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o If you were using a wild card, which field(s) and what criteria? 
o If you were searching on one field or more, which fields (e.g. first and last 
name)? 

24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the NRC, NRCFOIAMSB outlining what we need to say. The 
FST supervisor will generate the e-mail to the Requestor and transmit. Include all information in 
the e-mail that the FST supervisor will need in order to be able to send the e-mail. Put a 
Discussion in FIPS outlining your request to FST. If you are asking for more information from 
the Requestor, create a slot in the case in FIPS to ensure that the case will close out automatically 
if no response is received from the Requestor. 

25. MAIL 

The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 

25.1 RETURNED MAIL: 

25.1.1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requestor Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 

Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 
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A. 


If there is a transcription error in the address: 


1 . Correct the address in the address section of the FIPS worksheet and click “Save” 
to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a Requestor document need to be 
repended for additional time. Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 

25.1.3 Final Action Letters 

Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 
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1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ED of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 

a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor 
are the only ones who see this paperwork. 

25.2 DIRECT MAIL: 
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This is mail sent directly to NRC from Requestors, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see section 25.2.3). 

• Status Request (see section 25.2.4). 

• Withdrawal of Request (see section 25.2.5). 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested (see section 34). 

• Correspondence about delinquent payments, including checks (see section 25.2.2) 

• Responses to Track 3 denial or Expedited Treatment denial (see section 25.2. 1) 

• Responses to requests for additional information (see section 25.2.2) 

• Requestor asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. The OA Room 
Clerk assigned to handle mail should initial, date, and write what kind of document (such as CSD 
or REQ DOCS) on the top page and staple the pages together after scanning. Case creators may 
deliver the fax or mail with CSD’s to the OA room for scanning. 

Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the FOIA/PA supervisor. A supervisor must review the 
correspondence and make a determination. We must address within 10 days in writing 
our response to the expedited or Track 3 processing request, whether we grant or deny. 
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FOIA/PA Assistants assigned to mail will place the mail in the Track 3 or Expedited 
Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the Requestor responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the FOLA-PA supervisor, who will make 
the determination. 

If a FOIA/PA Assistant or Government Information Specialist working in Records 
Locator queue discovers correspondence relating to expedited processing or Track 3 
scanned in but has not been addressed by a supervisor; that person should insert a 
Discussion. If it is regarding a Track 3 request, approve or deny the request. If it is 
regarding an expedited request, send the case to Admin or Unit Chief and send an e-mail 
to the supervisor handling the expedited requests and include the control number of the 
case. See section 6.3.1 for Track 3 and 6.3.6 for and Expedited processes. 

25.2.2 Requestor documentation / additional information 

This consists of documents or more information that we have asked the Requestor/subject 
to provide. When the information is received it is scanned into the Requestor 
documentation slot. Use the additional information provided to continue creating the 
case. If the Requestor/subject did not provide the alien number, use the information 
provided to search CIS 9103 and PCQS or CLAIMS to locate any responsive records, or 
receipt fdes. If the subject of record entered before 1975 and may possibly have had no 
business with INS or USCIS after 1975, you may have to staff to Records Indexing (see 
section 12.7.5, Records Indexing/Manual Requests). If you cannot locate any records 
relating to your person, you may have to close the case as NR (see section 12. 18.6, No 
Record). Copy screen-prints of your searches for scanning in as CSD. (FYI CSD’s can 
be scanned in after a case is closed). 

We do not re-open cases that close as FC because the Requestor failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
Requestor docs and the envelope was postmarked before the deadline. It doesn’t matter 
if they are one day late returning the requested information. The Team will send the 
Requestor a letter advising them that their case has been closed as a FC. If the Requestor 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the Requestor docs, and before the case 
closes, you may repend. 
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See section 7. 3, Reasonable Description of Records being Sought, and follow the steps in section 
7.3.4, Requesting Additional Information with the Acknowledgement Letter 
See Section 16b, FC (Failure to Comply) Case Closings and if needed NR, No Record section 
12 . 18.6 

25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 


The public has the ability to check online the status of their FOIA request(s) with NRC at 



From w ww.uscis. go v. click on the “Check your Case Status” icon. 


Clicking the icon mentioned above will take you to the “My Case Status” page. Enter the 
Control or Receipt number, and click “Check Status.” 

The online status check will indicate whether the request is still pending, or whether the case 
has been processed or closed within the last six months. 


If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 
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If the request was processed or closed within the last six months the Requestor will be given the 
date the request was closed. The system does not discern how the request was closed i.e. DP, 

Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the Requestor will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the Requestor accurate information. 
In order to better serve our customers Teams should paste in the online status check every time a 
status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, please run 
the control number with the online status check. Do not provide status to the Requestor using the 
Calculate Queue Position button. Change the information on the letter that shows the status of 
the case, replacing it with the results from the online status check before you close and save. Use 
the latest Status Letter from the Tasks tab in FIPS. 

Note: The Status Letter will always state the track as “Track One.” If you are not processing a 
Track one case, please make sure you change the track. 

Please print the online status check and send it to be scanned in as a CSD to support the status 
letter. 

25.2.5 Withdrawal of a FOIA/PA request 

A Requestor must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e- 
mail to NRC, FOIASafe. The classified files POC will keep the files in the FOIA Safe 
until the case is closed. Once notified the file is no longer needed, he or she will return 
the file to the original FCO. 

25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to FST, who will then return the translated mail. 
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26. BLANK TAPES/CD ’ s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
Requestor. 

27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to FST when their scanning is complete. The FST staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the FST mailbox with the case number 
and the page(s) number where the media can be located. FST will pull the media and 
process/make any necessary redactions. The media will be mailed to the Requestor separately. 

28. CONGRESSIONAL REQUESTS AND APPEALS 


Most FOIA/PA requests with congressional correspondence are written on behalf of a 
constituent and are actually a FOIA/PA request for an individual’s records. These cases should 
also have an instruction sheet from Congressional, NRC. Simply create the case according to the 
directions. If you open a case with congressional correspondence, but there is no instruction 
sheet, please create the case as you normally create any other case, including staffing for the file 
and creating the acknowledgment letter or final action letter. After you have created the 
acknowledgment letter and staffing, or the final action letter, as appropriate, please send an e- 
mail to Congressional, NRC . The subject of the e-mail should be “Congressional 
Correspondence and the body of the e-mail should be the control number. Please CC your 
supervisor. Next, create a discussion entitled “Congressional Inquiry” and state in the comment 
field that you have sent an e-mail to Congressional, NRC. Finally, pend the case. 

However, true congressional requests are requests from a congressman or senator for information 
which usually does not relate to an alien file or receipt file . The case should have an instruction 
sheet from Congressional, NRC. SIG processes true congressional requests. Simply create the 
case according to the directions and pend the case. 


29. INCORRECT PAGE COUNTS: 

The OA room will give final action letters with responsive records to the team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to team members to correct the page counts. 

1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 
(NRC2010 ). After the case is opened, determine the corrective action 
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needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 


32. RECORDS LOCATOR QUEUE 
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Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended (please refer to section 33) 

• Additional PH needed to verify the correct file (please refer to section 32.7) 

• Requestor docs have been received (please refer to section 32.8) 

• The wrong records were scanned into the case (please refer to section 32.9) 

• We need to send an interim interest letter to an incarcerated individual (please refer to 
section 32.10) 

• The file is lost or we got a response of not found or consolidated from a service 
center (please refer to section 32. 1 1) 

• Requestor writes to request the record on paper (please refer to section 32. 12) 

• Requestor wants to change the track of their case (please refer to section 34). 

32.1 Start by reading Discussions. It is important to read all Discussions as well as insert 
Discussions as necessary. Listed below are points/actions that you should consider while 
working cases assigned to Records Locator queue. 

32.2 Always check the alien number(s) in CIS to verify its accuracy before proceeding. 

32.3 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the Requestor to see if that petition has already been addressed. 

32.4 Read and follow directions in any Discussion found in the case regardless of the age of 
the case or who put them in. If there is a question, see your supervisor before proceeding with 
any action on the case. 

32.5 Any time you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.6 If the A file has been scanned in and we are waiting on a T-file, review T-file staffmgs in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel the pending T-file staffing, because the T-files no longer 
exist. Send the case to the processor. 

32.7 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII is needed from the requestor/subject. You will have to create 
another Acknowledgement Letter and check the other documentation box. The Requestor 
Documentation Attachment will automatically be added to the Acknowledgement Letter. 
Check the boxes required and pend the case for Requestor Documentation. If the processor is 
asking for information that is already present in the scanned documents, put in a Discussion 
asking for clarification on what the processor is requesting. You may also have to point them 
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to the slot where the information is currently contained. Send the case to Unit Chief with a 
Discussion. 

If the request was for specific documents, please remember to add the specific documents 
sentence to the new acknowledgement letter the same as in the original acknowledgement 
letter. If the specific document information sentence was done incorrectly in the original 
acknowledgment letter, please add an appropriate specific document information sentence to 
the new acknowledgment letter. That sentence gives us our legal basis for providing only the 
specific document requested. It also gives the Requestor an opportunity to clarify if the 
request was poorly worded or if we misunderstood. If we do not add the specific document 
information sentence to the new acknowledgment letter, the processor must process the entire 
file. 


32.8 If we have received pending Requestor Documentation: Review the information 
provided. If the Requestor/subject adequately provided the requested PII and/or certification 
of agreement, request the file. 

32.8.1 The Requestor/subject may respond negatively to the request for PII. For 

instance, we might have asked for A-Number and/or Petition/Receipt number, and they 
responded “none” or “unknown” to both. If we receive a negative response, please 
attempt to locate an alien file and staff, matching as much of the PII as possible. If you 
find a file, pend the case for responsive records based on best available information and 
create a Discussion saying you did so. If you are unable to find a file, close as FC. For 
the procedure, please see section 16b, Failure to Comply Case Closings. 

32.8.2 The Requestor/subject may not return the VOI or certification of agreement 
we asked for. If so, generate a FC letter and replace the contents of the letter with the 
appropriate FC letter depending on the version of the G-639. Create a Discussion 
explaining the FC. Send the case to the Up-front Approver when you are finished. 

The three versions of the FC letter: 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_G- 
639_Unperfected Letter_for_3-31-2015 or 

0 : \Foi a\F OIA_LIBRARY\Case_Create_References\Case_Create_References_Unperfect 
ed Letter or 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_ 
Unperfected Letter for Older G-639 version 

32.8.3 If a request for certification of agreement is returned but the Requestor says 
he or she is a third party Requestor (they have no relationship to the subject of the 
record and cannot or will not get certification of agreement), do not request the file. 
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Create a Discussion with your findings and close as TD. Please refer to section 16a, TD 
(total denial) CASE CLOSINGS. 

32.9 Wrong Records. Occasionally you will pull a case in Records Locator queue and there 
is a Discussion stating the wrong records have been scanned into the case. This will require 
some investigative work before a solution can be determined. 

32.9.1 Did the Case Creator use the wrong alien number? If so, please request the 
correct file. You must then send an e-mail to NRC, FIPS Problem, FOIA PROGRAM, 
and Tracy Bellisime and ask that the wrong records be removed. 

32.9.2 Did the Requestor ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there 
are two cases for the Requestor. If not, you will need to correct the one that exists to 
become a request for the beneficiary’s information. Locate the correct records and re- 
staff only if you have the beneficiary’s PII and VOI. If not, close as FC. For Procedure, 
please see section 16. 

32.9.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible 
that the scanning contractor has scanned the wrong file into this case. Here are the steps 
to follow if you believe this may have happened: 

32.9.3. 1 Look for a pending case for the records that were scanned into 
your case. 

32.9.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.9.3.3 If the responsive records are not scanned into the case, send an e- 
mail to NRC, FIPS Problem, FOIA PROGRAM, and Tracy Bellisime and 
ask them to move the responsive records from your case over to the 
correct case. Also ask them to remove the responsive records from your 
case and staffing response to “pending.” 


32.9.3 .4 If the pending case already has records scanned in, review those 
records. 

32.9.3.4.1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 
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32.9.3.4.2 If they are duplicates, then you do not have to do 
anything with that case. 

32.9.3.4.3 Send an e-mail to NRC, FIPS Problem asking them to 
remove the wrong records from the staffing response and 
responsive records slots and re-set their status to “pending.” 

32.10 Mailing address is a detention facility. If you open a case in Records Locator queue 
and there is a Discussion instructing you to create an interim response letter because the 
individual is incarcerated: 

32.10. 1 The request must be over six months old before we send out the interim letter. If 
your case meets this criterion, create an Interim Interest Letter. 

32. 10.2 If the interim interest letter is returned saying the subject is no longer in custody 
and we do not have another address for the subject, you can close the case FC. For the 
procedure, please refer to section 16. Do not close out the case FC without the 
returned mail. 

32.10.3 If the individual is still incarcerated and still interested in receiving the record, 
send the case to the processing queue. 

32.11 If you open a case in Records Locator queue and there is a document scanned into 
the Staffing Response and the Responsive Records slot which has been changed to 
Inactive, look at the document scanned in to the Staffing Response. 

32.11.1 If you are creating a case and the receipt is located at the NVC, do not redirect to 
the NVC. Have the screen prints of the receipt scanned in as responsive records. Make 
sure the track is TRACK I. 

32. 1 1 .2 If the receipt file is marked Lost, File Destroyed, File Cannot Locate, or 
Rejected, please refer to section 12.18.14, Receipt files; Lost receipt file, File destroyed, 
File cannot locate or File Rejected.. 

32.12 Paper. If a Requestor in the United States asks for his or her records on paper, uncheck 
“Print to CD” box create a Discussion citing the reason. Next, go to the Tasks tab and create a 
Status letter. In the Status letter, write, “This letter serves to notify you that we will be 
providing your records on paper.” 


33. REPENDING IN RECORDS LOCATOR QUEUE 
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33.1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF ACS/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 
Please continue to repend these cases as necessary. FIPS automatically sets a new due 
date at 60 days. If it is an RDF staffing, please change the new due date to 365 days. 

33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffings for files, then 
e-mail NRC, FOIAFILEREQ to research and to have the file scanned in if necessary. 

33.6 Not used. 

33.7 When repending a case in Records Locator, please follow these steps: 

33.7. 1 Search for any duplicates 

33.7. 1.1 If you find a duplicate, refer to section 6.4, Search for Duplicate Cases. 

33.7.2 If you do not find a duplicate: 

A. Under the Contents tab, on the Staffing Letter to which you want to repend. 
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B. Left-click on either the Staffing Response or Responsive Records and do not 
move the mouse to another location on the page until the drop-down menu 
appears. 

C. Click on Manage Document from the drop-down menu. 

D. On the right side of the pop up screen, you will see Days to Pend with a box 
showing 60. Leave the number of days 60 unless it is an RDF or a Lost File 
Staflfing-please refer to sections 12.7.2 and 12.7.3 for Lost File Instructions. 

E. If repending an overdue RDF staffing, type 365 in the Days to Pend box before 
you click on Update Due Date. 

34. CHANGING THE TRACK OF A CASE 

We do not change the track of a case except in the following instances: 

34.1 The Requestor is narrowing the scope of their request from a Track 2 case to a Track 
1 case. Prepare a status letter and advise the Requestor that their case is now on the simple 
track. 

34.2 The Requestor has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the Requestor that their case is now in the 
complex track. 

34.3 The Requestor has a Track 1 or 2 case and provides the required documentation to 
change their request to a Track 3. Prepare a status letter and advise the Requestor that their 
case is now in Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy 
NRC, FOIA PROGRAM and your supervisor. The e-mail should include the case number and 
the action you took. 

35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. If this occurs, send an email to NRC, FIPSPROBLEM, copy NRC, FOIA Program, 
Tracy Bellisime and your supervisor. Please insert a Discussion explaining the problem and send 
the case to Unit Chief. 
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Sometimes the case has not come up for processing yet and you encounter this situation in 
Records Locator queue. If that happens, create a Discussion indicating the problem (Responsive 
Records scanned into Staffing Response slot), and send a message to NRC, FIPSPROBLEM 
with the following information: 

A. The NRC control number of the case, 

B. The A number or Receipt Number of the records, 

C. The staffing sequence they are scanned into, and 

D. The number of pages scanned in. 

Finally, send the case to Unit Chief so that the problem can be resolved. 

36. Deleted 

37. RE-STAFFING 

There should be a discussion directing you to re-staff. If you are unsure about what to do, please 
contact a member of FST. The two most common re-staffing scenarios are: 

• The file moved to another office - and we have to cancel pending slot and staff to the 
correct FCO *Do not confuse this with files that are now in-transit to NRC. 

• The current staffing is not correct (for example - an Atlanta general staffing instead of an 
Atlanta ICE staffing). In that scenario, we must cancel the pending slot and re-staff 
properly. If you are unsure, consult a member of FST. 

38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 
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39. IN TRANSIT FILES 


If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 

40. MODIFICATION OF RECEIPT DATES 

Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 

41. FST DIRECTED PROJECTS 

Occasionally, FST may have special projects that require your assistance. 

FST paralegals must receive prior approval from a supervisor before approaching any member of 
the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIA Fax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786,5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www . uscis.g o v 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 

MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’ s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 
90 K Street, NE, 9 th Floor 
Washington, DC 20229-1181 
MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 
Freedom of Information Act Office 
800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

U.S. Department of State 
Attn: Sheryl Walter 

Office of Information Programs & Services, SA-2 
A/GIS/IP S/RL/RC 
515 22nd Street, NW 
Washington, DC 20522-8001 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 

FOIA Appeals Office 

150 Space Center Loop, Suite 500 

Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Ciudad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 
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FRN - Frankfurt (Germany) 

FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 
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KWT - A1 Kuwait aka Kuwait City (Kuwait) 

LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

253 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2525 



NHA-Naha 


NMY - Niamey (Niger) 

NPL - Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PIP _ Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 
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SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 

SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI - Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG - Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV- Tel Aviv (Israel) 
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TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 
VNN - Vienna (Austria) 
VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error (see section 15). 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable (see section 14). 

NR - The case was closed as no record. We have conducted a thorough search of all databases 
for any files relating to the subject and found no results. All (non-responsive) screen prints are 
scanned in as CSD. 

UT - Unable to locate alien file. We know there is a record, but it is lost. We may close cases if 
the alien file is marked as lost and it has been more than one year, but we must be able to prove 
we conducted a thorough search of all systems. 

FC - Case closed for failure to comply (see section 16b). 

FP - Cases close failure to pay when Requestors fail to submit payment. 

RD - Advise Requestor to contact another government agency to acquire records. We tell the 
Requestor whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the Requestor the name of the agency we 
referred their request to. 

TD - Total Denial (see section 16a). 
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APPENDIX E: FORMS 


www.uscis.gov 


Title 

Form Number 

Chanqe of Address 

AR-11 

Alien's Chanqe of Address Card 

AR-11SR 

Genealoqy Index Search Request 

G-1041 

Genealoqv Records Request 

G-1041A 

Notice of Entry of Appearance as Attorney or Representative 

G-28 

Bioqraphic Information 

G-325 

Bioqraphic Information 

G-325A 

Bioqraphic Information 

G-325B 

Bioqraphic Information 

G-325C 

Freedom of Information Act/Privacy Act Request 

G-639 

Verification Request (Non-SAVE aqencies) 

G-845 

Document Verification Request Supplement 

G-845 Supplement 

Document Verification Request (SAVE Aqencies) 

G-845S 

Return of Oriqinal Documents 

G-884 

Application for Replacement/Initial Nonimmiqrant Arrival-Departure Document 

1-102 

Petition fora Nonimmiqrant Worker 

1-129 

Petition for Alien Fiance(e) 

1-1 29F 
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Title 


Form Number 


Nonimmigrant Petition Based on Blanket L Petition 

I-129S 

Petition for Alien Relative 

1-130 

Application for Travel Document 

1-131 

Affidavit of Support 

1-134 

Immigrant Petition for Alien Worker 

1-140 

Application for Advance Permission to Return to Unrelinguished Domicile 

1-191 

Application for Advance Permission to Enter as a Non-Immigrant 

1-192 

Application for Waiver for Passport and/or Visa 

1-193 

Application for Permission to Reapplv for Admission into the United States After 
Deportation or Removal 

1-212 

Application for Removal 

1-243 

Notice of Appeal or Motion 

I-290B 

Petition for Amerasian, Widow(er), or Special Immigrant 

1-360 

Affidavit of Financial Support and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

1-361 

Reguest to Enforce Affidavit of Financial Support and Intent to Petition for Legal Custody 

1-363 

for P.L. 97-359 Amerasian 


Application to Register Permanent Residence or Adjust Status 

1-485 

Supplement A to Form 1-485 

1-485 Supplement A 

Instructions for 1-485, Supplement C, HRIFA 

1-485 Supplement C 

Instructions for 1-485, Supplement E 

1-485 Supplement E 
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Title 


Form Number 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 

TnaJ 

Waiver of Rights, Privileges, Exemptions, and Immunities 
Imm igr ant Petition by Alien Entrepreneur 
Application To Extend/Change Nonimmigrant Status 

For persons seeking V non i mmigrant status while in the United States or extension of V 
status. 

Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
PLQhange/Adjus^ 

Application for Asylum and Withholding of Removal 
Petition to CJassjfy.O^ 

Application for Advance Processing of Orphan Petition 
Ap.pJicatign.for Waiyer,pf„Ground 

Application By Refugee For Waiver of Grounds of Excludability 

Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
tbeJjrjriflrafioD. 3nd„Natjona]j^ 

Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 

Appjjcatjon_for ; Status as 3 Temporarv Resident Und 
and Nationality Act 

Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 210 of the 

Report of Medical Examination and Vaccination Record 

Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
NaJionalityAct 


1-508 

I-508F 

1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 
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Title 


Form Number 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245XoTPublicTaw 

Refuqee/Asylee Relative Petition 

Pet ition to Rem ov e the Conditio ns of Res idence 

Application for Employment Authorization 

Application for Replacement of Northern Mariana Card 

Petition to Classify Convention Adoptee as an Immediate Relative 

AppJjc.a.tio.nJo.r..D.et.en™ 

Application for Family Unity Benefits 

A pplication i for ;Temppran/_grojecte 

Application for Action on an Approved Application or Petition 

PeiitipnbyEntrepreneur^ 

Inter-Agency Alien Witness and Informant Record 

Midavjtpf .Support. Under Section^ 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

Poverty Guidelines 

Intending Immigrant’s Affidavit of Support Exemption 
Sponsor's Notice of Change of Address 

Application for Suspension of Deportation or Special Rule Cancellation of Removal 
lEyrsuaD.t..t.o.Se.ctipn..203.pf.P 


1-698 

1-730 

1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 
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Title 


Form Number 


Empjoynient 

Application to Replace Permanent Resident Card 
Appjicatipn„fpr AuthpjizatjonJpJssue.Cert^ 

Request for Premium Processing Service 

AppJjcation.fopT Nonimmigrants 

Petition for U Nonimmigrant Status 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 

Application to File Declaration of Intention 

Request for a Hearing on a Decision in Naturalization Proceedings (Under Section 336 
of the I N A) 


1-9 

1-90 

1-905 

1-907 

1-914 

1-918 

1-929 

N-300 

N-336 


Monthly Report Naturalization Papers N-4 

AppJjcatign,fprNa^ N-400 

Request for Certification of Military or Naval Service N-426 

AppJicatipnJpPreseryeRe^ N-470 

Application for Replacement Naturalization/Citizenship Document N-565 

Application for Certificate of Citizenship N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification for Disability Exc eptio ns N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACLU 

American Civil Liberties Union 

ACPA 

Assistant Chief Patrol Agent 

ADDE 

Assistant District Director for Examinations 

ADDD 

Assistant District Director for Deportation 

ADDI 

Assistant District Director for Investigations 

ADIS 

Arrival Departure Information System 

AFM 

Adjudicators Field Manual 

A-File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 
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AVL Asylum Virtual Library 

BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 

BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 

Bene Beneficiary 

BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BORSTAR Border Patrol Search, Trauma and Rescue team 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 
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CCB 

Child Care Bureau 

CCD 

Consular Consolidated Database 

CDC 

Center for Disease Control 

CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CP 

Case Processor 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSD 

Case Supporting Documents 
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CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

GUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 

DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 


266 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2538 



DP 

Duplicate 

DRO 

Detention and Removal Office 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAD 

Employment Authorization Document 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

ECN 

Enterprise Collaborative Network 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 

EEV 

Employment Eligibility Verification 

EFF 

Electronic Frontier Foundation 

EFOIA 

Electronic Freedom of Information Act (initiative) 

EIR 

Entrepreneur in Residence 

ELIS 

Electronic Immigration System 

ENFORCE 

Enforcement Case Tracking System 

EOIR 

Executive Office of Immigration Review 

eOPF 

Electronic Official Personnel Folder (eOPF) 

EPA 

Environmental Protection Agency 

ER 

Created in Error 

ERO 

Eastern Regional Office 
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ESC 


Eastern Service Center 


ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI Federal Bureau of Investigation 

FC Failure to Comply 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 

FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 
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FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOIA Freedom of Information Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

FST FOIA Support Team 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GIS Government Information Specialist 

GILS Government Information Locator Service 

GPO Government Printing Office 

GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 
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HHS 


Dept, of Health and Human Services 


HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

I- 1 29 Petition for Nonimmigrant W orker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 

I-485B NACARA Supplement to Form 1-485 Instructions 

1-539 Application to Extend/Change Nonimmigrant Status 

1-551 Alien Registration Card (Green Card) 
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1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

IBF 

IBIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 

II 

IIRIRA 

n 


Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213 A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 

Immigration Card Facility 

Information and Customer Service 

Integrated Digitization Document Management Program 

Automated Biometric Identification System 

Identity Management System 

Individual Development Plan 

Immigration Examiner 

Immigration Inspector 

Illegal Immigration Reform and Immigrant Responsibility Act of 1996 
Immigration Judge 
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IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

KST Known or Suspected Terrorist 

LAPR Lawfully Admitted Permanent Resident 
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LAPS 


Legalization Application Processing System 
LEAD Leadership Education and Development 

LES Law Enforcement Sensitive 

LESC Law Enforcement Support Center 

LIFE Legal Immigration Family Equity (Act) 

LIN Northern Service Center (Lincoln, NE) 

LOU Limited Official Use 

LPR Lawful Permanent Resident 

LULAC League of United Latin American Citizens 
MFAS Marriage Fraud Amendment System 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 

N-300 Application to File Declaration of Intention 

N-400 Application for Naturalization 

N-565 Application for Replacement of Naturalization/Citizenship Document 

N-600 Application for Certification of Citizenship 

NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 

NARA National Archives and Records Administration 

NBC National Benefits Center 

NCIC National Crime Information Center 
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NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NR No Record (we are not able to find any record) 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NVC National Visa Center 

NWIRP Northwest Immigrant Rights Project 

OA Office Automation 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 
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OEM&S 

Office of Emergency Management & Safety 

OEP 

Occupant Emergency Plan 

OEPC 

Office of Emergency Preparedness and Coordination 

OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 
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PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

PC 

Peace Corps 

PCII 

Protected Critical Infrastructure Information 

PCQS 

Person-Centric Query System 

PIA 

Privacy Impact Assessment 

PII 

Personally Identifiable Information 

PLAIN 

Plain Language Action and Information Network 

POC 

Point of Contact 

POE 

Port of Entry 

PTA 

Privacy Threshold Assessment 

PTIG 

Privacy Technology Implementation Guide 

RAC 

Resident Agent in Charge 

RAFACS 

Receipt and Alien File Accountability and Control System 

RAIO 

Refugee Asylum and International Operations 

RAPS 

Refugee, Asylum and Parole System 

RAVU 

Refugee Access Verification Unit 

RD 

Redirected to another agency outside DHS 

RDF 

Records Digitization Facility 

RF 

Referred to a DHS component other than USCIS 

RL 

Records Locator 
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RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 

SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Significant or Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 
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SORN 


System of Records Notices 


SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SOR Subject of Record 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 

STAR System for Time and Attendance Reporting 

TAC Third Agency Checks 

TAP Tuition Assistance Program 

TCDD Training and Career Development Division 

TECS Treasury Enforcement Communication System 

TPO Transformation Program Offices 

TPS Temporary Protective Status 

TSA Transportation Security Administration 

TSC Texas Service Center 

TSP Thrift Savings Plan 

TVA Tennessee Valley Authority 

UC Unit Chief 
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UFA 


Up-front Approver 


UK United Kingdom 

UNHCR United Nations High Commissioner for Refugees 

UNICEF United Nations Children’ s Fund 

USA United States Army 

USACE U.S. Army Corps of Engineers 

USAF United States Air Force 

USC United States Citizen 

U.S.C. United States Code 

USCG United States Coast Guard 

USCIS United States Citizenship and Immigration Services 

USCS United States Customs Service 

USMC United States Marine Corps 

USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 
USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

US-VISIT United States Visitor and Immigrant Status Indicator Technology 

UT Unable to locate (we know a record exists, but it is lost) 

VA Department of Veterans Affairs 
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VAWA 

Violence Against Women Act 

VAWO 

Violence Against Women Office 

VD 

Voluntary Departure 

VIS 

Verification Information System 

VOI 

Verification of Identity 

VTVPA 

Victims of Trafficking and Violence Protection Act of 2000 

VWPP 

Visa Pilot Waiver Program 

WAC 

Western Adjudications Center 

WA/NTA 

Warrant for Arrest/Notice to Appear 

WHO 

World Health Organization 

WHTI 

Western Hemisphere Travel Initiative 

WSC 

Western Service Center (same as California Service Center) 

WTC 

Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem. Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department, Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written certification of agreement of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
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subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 

Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-Numbers for a person, we combine the two files. One of the A-Numbers 
becomes the “survivor” and the other becomes the “consolidated A-Number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing by any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
certification of agreement of the record subject, as well as requests from nonimmigrant aliens for 
access to their own records. 

FOIA/PA Information Processing System (FIPS) - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requestor - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of peijury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis.gov/portal/site/uscis that are 
provided for the use of Requestors and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 

for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for certification of agreement unless the 
attorney or representative has inserted the penalty of perjury statement and the subject of 
the file has signed the document. 
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• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 

FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 

Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 

Track 


H 


gjjjgi 

fill 

n fy 

mm 




: 2 




• Track 1 is used for the less complex cases. These are cases where only one Two or three, 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 



[Track history 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the Requestor or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
Requestor. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written certification of agreement of 
the record subject, but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 

285 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2557 



Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written certification of agreement. The identity of a third party 
Requestor and his/her relationship to the subject does not increase (or decrease) his/her rights of 
access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 
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Case Create flow Chart for All my records. 
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LOST RLE FLOWCHART - MORE THAAI 60 DAYS 
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LOST FILE FLOWCHART - LESS THAM 60 DAYS 
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JULIAN DATE CALENDAR 

PERPETUAL 


Day 

Jan 

Feb 

Mar 

Apr 

May 

Jun 

Jut 

Aug 

Sep 

Oct 

Nov 

Dec 

Day 

1 

001 

032 

060 

091 

121 

152 

182 

213 

244 

274 

305 

335 

1 

2 

002 

033 

061 

092 

122 

153 

133 

214 

245 

275 

306 

336 

2 

3 

003 

034 

062 

093 

123 

154 

184 

215 

246 

276 

307 

337 

3 

4 

004 

035 

063 

094 

124 

155 

185 

216 

247 

277 

308 

338 

4 

5 

005 

036 

064 

095 

125 

156 

186 

217 

248 

278 

309 

339 

5 

6 

006 

037 

065 

096 

126 

157 

187 

218 

249 

279 

310 

340 

6 

7 

007 

038 

066 

097 

127 

158 

188 

219 

250 

280 

311 

341 

7 

8 

008 

039 

067 

098 

128 

159 

189 

220 

251 

281 

312 

342 

8 

9 

009 

040 

068 

099 

129 

160 

190 

221 

252 

282 

313 

343 

9 

10 

010 

041 

069 

100 

130 

161 

191 

222 

253 

283 

314 

344 

10 

11 

011 

042 

070 

101 

131 

162 

192 

223 

254 

284 

315 

345 

11 

12 

012 

043 

071 

102 

132 

163 

193 

224 

255 

285 

316 

346 

12 

13 

013 

044 

072 

103 

133 

164 

194 

225 

256 

286 

317 

347 

13 

14 

014 

045 

073 

104 

134 

165 

195 

226 

257 

287 

318 

348 

14 

15 

015 

046 

074 

105 

135 

166 

196 

227 

258 

288 

319 

349 

15 

16 

016 

047 

075 

106 

136 

167 

197 

228 

259 

289 

320 

350 

16 

17 

017 

048 

076 

107 

137 

168 

193 

229 

260 

290 

321 

351 

17 

18 

018 

049 

077 

108 

138 

169 

199 

230 

261 

291 

322 

352 

18 

19 

019 

050 

078 

109 

139 

170 

200 

231 

262 

292 

323 

353 

19 

20 

020 

051 

079 

110 

140 

171 

201 

232 

263 

293 

324 

354 

20 

21 

021 

052 

060 

111 

141 

172 

202 

233 

264 

294 

325 

355 

21 

22 

022 

053 

081 

112 

142 

173 

203 

234 

265 

295 

326 

356 

22 

23 

023 

054 

082 

113 

143 

174 

204 

235 

266 

296 

327 

357 

23 

24 

024 

055 

063 

114 

144 

175 

205 

236 

267 

297 

328 

358 

24 

25 

025 

056 

084 

115 

145 

176 

206 

237 

268 

298 

329 

359 

25 

26 

026 

057 

085 

116 

146 

177 

207 

238 

269 

299 

330 

360 

26 

27 

027 

058 

086 

117 

147 

178 

208 

239 

270 

300 

331 

361 

27 

28 

028 

059 

087 

118 

148 

179 

209 

240 

271 

301 

332 

362 

28 

29 

029 


068 

119 

149 

180 

210 

241 

272 

302 

333 

363 

29 

30 

030 


069 

120 

150 

181 

211 

242 

273 

303 

334 

364 

30 

31 

031 


090 


151 


212 

243 


304 


365 

31 
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JULIAN DATE CALENDAR 

FOR LEAP YEARS ONLY 


Day 

Jan 

Feb 

Mar 

Apr 

May 

Jun 

Jul 

Aug 

Sep 

Oct 

Nov 

Dec 

Day 

t 

001 

032 

061 

092 

122 

153 

183 

214 

245 

275 

306 

336 

1 

2 

002 

033 

062 

093 

123 

154 

184 

215 

246 

276 

307 

337 

2 

3 

003 

034 

063 

094 

124 

155 

185 

216 

247 

277 

308 

338 

3 

4 

004 

035 

064 

095 

125 

156 

186 

217 

248 

278 

309 

339 

4 

5 

005 

036 

065 

096 

126 

157 

187 

218 

249 

279 

310 

340 

5 

6 

006 

037 

066 

097 

127 

158 

188 

219 

250 

280 

311 

341 

6 

7 

007 

038 

067 

098 

128 

159 

189 

220 

251 

281 

312 

342 

7 

8 

008 

039 

068 

099 

129 

160 

190 

221 

252 

282 

313 

343 

a 

9 

009 

040 

069 

100 

130 

161 

191 

222 

253 

283 

314 

344 

9 

10 

010 

041 

070 

101 

131 

162 

192 

223 

254 

284 

315 

345 

10 

11 

Oil 

042 

071 

102 

132 

163 

193 

224 

255 

285 

316 

348 

11 

12 

012 

043 

072 

103 

133 

164 

194 

225 

256 

286 

317 

347 

12 

13 

013 

044 

073 

104 

134 

165 

195 

226 

257 

287 

318 

348 

13 

14 

014 

045 

074 

105 

135 

166 

196 

227 

258 

288 

319 

349 

14 

15 

015 

046 

075 

106 

136 

167 

197 

228 

259 

289 

320 

350 

15 

16 

016 

047 

076 

107 

137 

168 

198 

229 

260 

290 

321 

351 

16 

17 

017 

048 

077 

108 

138 

169 

199 

230 

261 

291 

322 

352 

17 

18 

018 

049 

078 

109 

139 

170 

200 

231 

262 

292 

323 

353 

18 

19 

019 

050 

079 

110 

140 

171 

201 

232 

263 

293 

324 

354 

19 

20 

020 

051 

080 

111 

141 

172 

202 

233 

264 

294 

325 

355 

20 

21 

021 

052 

081 

112 

142 

173 

203 

234 

265 

295 

326 

356 

21 

22 

022 

053 

082 

113 

143 

174 

204 

235 

266 

296 

327 

357 

22 

23 

023 

054 

083 

114 

144 

175 

205 

236 

267 

297 

328 

358 

23 

24 

024 

055 

084 

115 

145 

176 

206 

237 

263 

298 

323 

359 

24 

25 

025 

056 

085 

116 

146 

177 

207 

238 

269 

299 

330 

360 

25 

26 

026 

057 

086 

117 

147 

178 

208 

239 

270 

300 

331 

361 

26 

27 

027 

058 

087 

118 

148 

179 

209 

240 

271 

301 

332 

362 

27 

28 

028 

059 

088 

119 

149 

180 

210 

241 

272 

302 

333 

363 

28 

29 

029 

060 

089 

120 

150 

181 

2ii 

242 

273 

303 

334 

364 

29 

30 

030 


090 

121 

151 

182 

212 

243 

274 

304 

335 

365 

30 

31 

031 


091 


152 


213 

244 


305 


366 

31 


USE IN 2004, 2008, 2012, 2016, 2020, 2024, ETC. 


293 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


2565 




APPENDIX I; ALIEN NUMBER ASSIGNMENT 
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APPENDIX J: 16 RULES OF CASE CREATE 


1 . Read the entire request, including all Requestor documents and case supporting documents. 
Look for specific language on the bottom of the G-639. What are they requesting? This will give 
you direction before you start filling in the worksheet. 

2. Search for duplicate cases before you fill out the worksheet. Search by A number, if 
provided, and the subject’s first and last name. Send any duplicate cases and/or documents that 
belong to a previous case (such as CSD’s, Requestor documents, or track changes) to the 
Research queue. 

3. Make sure we have valid certification of agreement, and VOI (DOB and COB). If not, close 
as TD or FC, including a Discussion of your reason for closing it. If you have a question, consult 
a supervisor. 

4. If we have everything in rule 3, we do not send for Requestor documentation except in cases 
that do not meet Reasonable Description of Records Being Sought (section 7.3 of the guide). If 
you feel there are extenuating circumstances that require you to go out for additional 
information, you must get supervisor approval and case note the reason. 

5. If you do not immediately find a person, search PCQS every time. Use the symbol to 
search for double last names. Example, Juan Rodriguez Martinez would be searched under last 
name as “rodriguez*” This will catch every last name that ends with Rodriguez plus all other 
last names, including names that are hyphenated. If you do not find Juan Rodriguez Martinez, 
try reversing the last name to Juan Martinez Rodriguez. Also set the parameters in PCQS so that 
it searches at least +/- 3 months on both sides of the birthday. 

6. Cross-reference everything you find in PCQS with CIS. If there is a discrepancy between 
PCQS and CIS, seek out a supervisor for advice. 

7. If you do not immediately find a person, always check the date of entry on the request. 

Always do a Records Indexing staffing on subjects who entered prior to 1975. 

8. Always Staff, Redirect, or Refer cases based on what is responsive to the request, meaning 
what they ask for, and not necessarily what they provide. For example, if they ask for voluntary 
departure information in 1999, don’t staff for a receipt file just because they listed it on the back 
of the G-639. It is not responsive to the request. Always refer to the track 1 and 2 flow charts if 
you are unsure how to proceed. Make sure you are addressing the whole request. If they ask for 
a copy of their 1-94 and deportation records, you will need to RF them to CBP and include ICE 
information or vice versa. 
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9. Use the address listed on the G-639. If you cannot read the address listed on the G-639, or the 
address is from a consular office, or a congressional office, you may use the address listed on the 
G-28, or other documents in the request, such as an envelope. If you find no other address, insert 
a Discussion and send the case to Unit Chief. Don’t forget to look for apartment or suite 
numbers, which are to the far right of Form G-639, and always double check the address. 

10. Make sure you are marking the correct track and it matches the category. Specific requests 
for 3 documents or less are track 1 cases, except in asylum or refugee cases. You must add the 
specific language on the request (or as close as possible to their language) to the 
acknowledgment letter if it is a request for Specific Documents. 

1 1 . Make sure you address any Track 3, expedited or fee waiver requests. FOIA/PA assistants 
may approve or deny Track 3 requests. If there is no cover sheet, you must send expedited and 
fee waiver requests to Unit Chief for approval, or denial, and a supervisor will return it to you to 
create the letter. If the case is being closed as a NR, RD, RF, DP, or NA, you do not mark it as 
expedited, or fee waiver request. If there was an expedited or fee waiver request that was 
approved or denied, change it back to “Not Requested” and save it before you send the case to 
Up-Front Approver. 

12. Do not staff for A-Files that have been lost for more than 9 months. Follow the instructions 
on the lost file flow chart at Appendix H of the guide. A-Files lost for less than 9 months should 
be staffed and pended per the instructions on the lost file flow chart, along with any other 
responsive files such as T-Files and unconsolidated receipt files. Always unmark the circular 
search field when you cancel a lost file staffing. Also, when you staff for additional files such as 
a receipt file or lost file, you must first uncheck circular search and hit save, then staff for the 
additional files, and then recheck the circular search field and hit save again. If you do not do 
this, the additional staffings will be marked as a lost file and the staffings will not get processed. 

13. You must e-mail a supervisor when you change tracks on a case. Just changing the track 
and hitting save will not move the case to the appropriate queue. 

14. Proofread your final action letters. Make sure what you are telling them makes sense. There 
are some final action letters such as FC letters and NA letters that you must change. 

Specifically, you will need to change the dates or you may need to remove certain paragraphs. 
You should not bold, highlight, or underline anything on any of the letters generated by FIPS. 

15. The only time you do not have to create a Discussion is when you have all VOI and 
certification of agreement, it’s a straightforward request, an ordinary staffing, there are no 
unusual circumstances, and you pend for responsive records. Any other time, you should create 
a Discussion. The Discussion should describe what actions you took. The Discussion should be 
short and to the point, but adequately describe any important facts or issues such as “closing as 
NR, searched CLAIMS, CIS, PCQS, sending screen prints to be scanned as CSD”, or “Sending 
case to Unit Chief, NFTS is currently down”, or “Switched tracks from track 1 to track 2, e- 
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mailed supervisor to move to proper queue”. Discussions are the first thing a supervisor reads 
and they should immediately be able to tell what actions have been taken in the case and what 
issue needs to be addressed. 

16 . Unit Chief is not an outlet for questions and should primarily be used after hours when no 
supervisor is available, or when there are system problems such as NFTS or PCQS outages. If 
you are stuck on a case, please leave your cube and seek out a supervisor. Please call by phone 
only as a last resort, because it is harder to give the correct advice without being able to see all 
the facts. You must include a Discussion in any case you send to Unit Chief. The Discussion 
must adequately describe the nature of the problem, or the supervisor will send the case back to 
you for clarification. 

I have read these rules and understand them. I agree to seek clarification with my supervisor if it 
becomes necessary to deviate from these rules: 


Signature: 


Date: 
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APPENDIX K: RECORD OF REVISIONS 

(showing revisions after September 28, 2015) 


October 23, 2015 

We have updated section 8.13 REQUESTS: Inmate in Federal Custody of the FOIA/PA 
Assistants Guide as follows (new information in red): 

8.13 REQUESTS: Inmate in Federal Custody 

The Bureau of Prisons (BOP), an agency of the U.S. Department of Justice, will not deliver 
incoming mail to a person housed in their custody unless it contains the subject’s Register 
Number. Upon entry into BOP custody, each inmate is assigned an eight digit Register Number 
(i.e. xxxxx-xxx) by which he/she is identified throughout his/her commitment. The first five 
digits are unique identifiers for that specific inmate, the last three digits, separated from the first 
five by a dash, indicate the jurisdiction from which the inmate originally entered the corrections 
system. It is imperative that the correspondence contain the Register Number in the proper 
format. BOP Register numbers are created for the subjects in the name in which they received a 
conviction sentence from a federal court or a legal document charging them of an immigration 
violation and/or removal. This name could be their birth name or an alias name. 

ICE will not deliver mail to an ICE detainee unless we include the alien number in the address. 
Please include the alien number in the address of an ICE detainee, if you are addressing 
correspondence to the alien in the ICE detention facility. In order to avoid PH spills, OA will 
prepare an outer envelope without the alien number and mail it in that. 

If the inmate is not in federal custody (i .e., Bureau of Prisons location or ICE detention facility) 
but held at a non-federal correction facility (such as a state prison or county jail), DO NOT put 
the alien number in the address. 

We have updated section 12. 16 Receipt Numbers of the FOIA/PA Assistants Guide as 
follows (new information in red, deleted information in strikethrough) : 

Section 12.16 Receipt Numbers 

If th e p e tition e r is th e R e qu e stor, and if th e p e tition has b ee n consolidat e d into th e b e n e ficiary’s 
A fil e , th e n th e b e n e ficiary is always th e subj e ct of r e cord. W e must addr e ss any corr e spond e nc e 
about that p e tition citing th e b e n e ficiary as th e “subj e ct of r e cord” or th e “r e cords’ subj e ct.” For 
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that r e ason, e v e n though th e Requestor may hav e list e d th e p e tition e r as th e subj e ct of r e cord, if 
you discov e r that th e p e tition is consolidat e d into th e b e n e ficiary’s fil e , you must chang e th e 
nam e of th e subj e ct in I IPS to th e b e n e ficiary. Th e b e n e fieiary’s A numb e r - go e s in th e A 
numb e r fi e ld, e v e n if th e R e qu e stor e nt e r e d th e p e tition e r’s A - numb e r on th e G - 639. 

If you discover that the petition is consolidated into the beneficiary’s file, and you do have 
consent from the beneficiary, you must change the name of the subject in FIPS to the 
beneficiary. The beneficiary’s A-number goes in the A-number field, even if the Requestor 
entered the petitioner’s A-number on the G-639. We must address any correspondence about 
that petition citing the beneficiary as the “subject of record” or the “records’ subject.” This is 
legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record in order to staff for 
the record. 

If the petition is consolidated into the beneficiary’s file, and you do not have consent from the 
beneficiary, you will close the case as Total Denial and include the following blurb as the second 
sentence in the first paragraph of the TD letter: 

“It is the policy of USCIS to file any adjudicated petitions, such as 
the Form I-129F or Form 1-130 in the beneficiary’s record after 
issuance of a visa. Beneficiary consent is required to obtain any 
petitions from their record.” 

This is legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record. If we are staffing 
the subject of record’s A-file, and if the Requestor is not the same person as the subject of 
record, then we need certification of agreement from the subject of record. 

If the petition has not been consolidated into the beneficiary’s A-file, whether the petitioner or 
the beneficiary is the Requestor, we may staff for it. In this situation, we list the subject of record 
the way it is listed in the request letter, whether the petitioner or the beneficiary. 

PCQS or CLAIMS screen-prints usually would not provide the Requestor with the information 
he or she is requesting, because the Requestor is asking for a copy of the file. Rarely, a petitioner 
may only need a particular piece of information, such as proof of filing to prove Section 245i 
eligibility. If that is the situation, and we have the petitioner’s VOI (and certification of 
agreement, if necessary) then you should provide those screen-prints with a RAF ACS staffing. 
This is not usually what happens, so providing screen prints is an exception, not the rule. 

December 14, 2015 
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We have updated section 6. 3. 4. 3, Deferred Action for Childhood Arrival of the FOIA/PA 
Assistant’s Guide as follows (new information in red): 

6.3.4.3 Deferred Action for Childhood Arrival 



Please select Category: Deferred Action for Childhood Arrival in any of the 
following circumstances: 

• If the subject of record mentions DACA or Deferred Action for Childhood 
Arrival 

• If the subject mentions being a child on arrival in the United States 

• If the subject mentions the "DREAM Act" and you can tell he or she is 
referring to DACA 

• If you see evidence that the person filed Form I-821D in CLAIMS or PCQS. 

Exception: If the FCO is SFR, please select SFR as the category. SFR has priority. 


We have updated various sections that referred to 12.7.12, 12.7.13 and 12.7.14, none of 
which exists. Changed all to the correct references in the FOIA/PA Assistant’s Guide as follows 
(new information in red, d e l e t e d information in strik e through ): 

12. 14 EAD numbers (100,000,000 through 199,999,999) 

If the alien number provided by the Requestor is 100,000,000 through 199,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to sections 12.7.12 12.16 and 12.7.13 12,18.12.3 for additional 
information. If the receipt has been destroyed, follow instructions in 12.7.11 12. 1 8. 14. 

12. 18. 12.4 If the Requestor specifies a receipt file, and the receipt has not been consolidated, 
you may have VOI (and certification of agreement, if necessary) from either party and you may 
staff for the file if it is available in records. If you are unsure of whether you need certification 
of agreement, please refer to section 7 of this guide. If the receipt is not available in records, 
please refer to sections 12.7.13 12.18.6 and or 12.7. 44 12.18.14 If it is available in records in 
NFTS, first verify the receipt number belongs to the subject, then staff for that receipt file. 


32. 1 1.2 If the receipt file is marked Lost, File Destroyed, File Cannot Locate, or Rejected, 
please refer to section 12.7.11 12.18.14, Receipt files; Lost receipt file, File destroyed, File 
cannot locate or File Rejected. 


12.12.4 Empty Jackets 
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If NFTS indicates the file as an “Empty Jacket,” you will normally not create a file request. The 
only time you ever staff for an empty jacket is if the FCO is HAV. If you are unsure, please 
contact FST. If the FCO is not Havana, and the only A-number you found is an empty jacket, 
your next step is probably to conduct a no records search, depending on the situation (No Record 
instruction is at Section 12.18.6). If you found a receipt file, please refer to Section 12.7.12. 
12.18.12 


12.18.14 Receipt files; Lost receipt file, File destroyed, File cannot locate or File Rejected 


If NFTS shows a receipt has been “Deleted,” please refer to section 9.2. Section 12.18.14 is only 
for files that show Lost, Destroyed or Rejected in NFTS or if we receive a staffing response 
saying “File cannot locate.” 

February 10, 2016 

We have updated section 7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) of 

the FOIA/PA Assistant’s Guide as follows (new information in red, deleted information in 
strikethrough) : 

7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) 

In addition, on February 17, 201 1, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. W e will continu e to acc e pt th e s e , as 
long as th e y ar e notariz e d or sign e d und e r p e nalty of p e rjury or includ e a sworn Jurat/ Affidavit. 
A current photo ID, if not notariz e d or accompani e d by a d e claration und e r p e nalty of p e rjury 
sp e cifically att e sting to th e information on th e photo ID, is for information purpos e s only and is 
net can be used for verification of identity. 


We have updated section 7.2 Verification of Identity (VOI) of the FOIA/PA Assistant s 
Guide as follows (new information in red, deleted information in strikethrough) : 

7.2 Verification of Identity (VOI) 

In addition, on February 17th, 201 1, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. W e will continu e to acc e pt th e s e , as 
long as th e y ar e notariz e d or sign e d und e r p e nalty of p e rjury or includ e a sworn Jurat/ Affidavit. 
A current photo ID, if not notariz e d or accompanied by a d e claration und e r p e nalty of p e rjury 
sp e cifically att e sting to th e information on th e photo ID, is for information purpos e s only and is 
net can be used for verification of identity. 
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We have updated paragraph 9 . 2 . 2 , under section 9.2 Redirection of the FOIA/PA 
Assistant’s Guide as follows (new information in red): 

9.2.2 If it is a general request for “My Complete A-File” or “All my records,” you must conduct 
a search for responsive records. If you find an A-file, you should create the case and staff for the 
file. If unable to find the A-file, we are still required to provide any other records we find, 
including any applications, petitions, etc... However, unless receipt files are specifically 
requested, we will not produce receipt files in responding to an “All My Records” request. Please 
refer to the flow charts at Appendix H. Before you redirect the case, you must verify we have no 
responsive record. When conducting research, do the queries and provide screen prints of CIS 
9103, CIS 9102, CIS 9104 and PCQS or CLAIMS searches. There should be no less than two 
pages and may be lengthier if the subject has provided multiple names. If the receipt is located at 
the NVC, do not redirect to the NVC. Have the screen prints of the receipt scan in as responsive 
records. Make sure the track is TRACK I. Create the request using RAF ACS (not 

RAF ACS/CIS). Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive records for the case number 
you have just created, attach it to the screen prints to OneNote and send an email to 
FOIAPROGRAM.NRC@uscis.dhs.gov. On the subject line, put the control number and SOR’s 
name. Pend the case. 

We have updated section 32.8.2 The Requestor/subject may not return the VOI or 
certification of agreement we asked for of the FOIA/PA Assistant’s Guide as follows (new 
information in red, deleted information in strikethrough) : 

32.8.2 The Requestor/subject may not return the VOI or certification of agreement we asked for. 
If so, generate a FC letter and replace the contents of the letter with the appropriate FC letter 
depending on the version of the G-639. Create a Discussion explaining the FC. Send the case to 
the Up-front Approver when you are finished. 

The two three versions of the FC letter: 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_G- 
639_Unperfected Letter_for_3-31-2015 or 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_Unperfected 
Letter or 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_Unperfected 
Letter for Older G-639 version 

We have updated all unperfected letters by deleting the following sentence as follows 
(deleted information in strikethrough): 
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Simply providing a copy of a birth c e rtificat e , driv e r’s lic e ns e , or ali e n card for th e r e cords 
subj e ct will not fulfill this r e quir e m e nt. 

February 29, 2016 

We have updated section 6 . 1 . 1 . 10 . rules for entering information on the 

FIPS WORKSHEET of the FOIA/PA Assistant’s Guide as follows (new information in red, 
d e l e t e d information in strik e through ): 

6. 1 . 1 . 10 If the request came to us on Form G-639, you should use the name and address 
of the Requestor in Section, “Requestor Information.” 

If you have a conflict between addresses on a properly filled out G-639 and G-28, please use 
the address on the G-28. 

If th e r e qu e st is on Form G 639, pl e as e do not us e th e addr e ss on th e env e lop e , or Form 
G 28 or l e tt e rh e ad as th e R e qu e stor addr e ss without first sp e aking with a sup e rvisor 
about it, and aft e r you do, cr e at e a Discussion saying you did so. If th e r e is, a cov e r l e tt e r or 
oth e r docum e nt sp e cifying that th e r e cords should b e s e nt to a diff e r e nt addr e ss than th e on e 
sp e cifi e d on th e r e qu e st, us e th e on e th e R e qu e stor sp e cifi e s. Pl e as e cr e at e a Discussion 
e xplaining why you ar e not mailing it to th e addr e ss in Requester Information-. 

If the request is not on Form G-639, please use the address that is on the letter unless the 
Requestor specifies a different address. If you are unsure, please consult a supervisor and add a 
Discussion explaining your decision. 

If the Requestor included a G-28, please look to see if the Requestor is an attorney. If the 
Requestor is an attorney, please look at the name of the firm. If the name of the firm includes the 
attorney’s name, please make the second line of your address “Attorney at Law.” If the name of 
the firm does not include the attorney’s name, please make the second line of the address the 
name of the firm. If the Requestor is not an attorney, then simply use the address that is in the 
Requestor Information block of the G-639. For further guidance, please refer to section 6. 1. 1 . 17 
of this guide. 
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We have updated and changed the name of section 12.i8.i6 Creating staffing 
and Acknowledgement letters for ELIS cases to Creating Staffing and Acknowledgement letters 
for ELIS2 cases of the FOIA/PA Assistant’s Guide as follows (new information in red, deleted 
information in strikethrough): 

NOTE: All forms have either migrated to ELIS2 or are handled outside of Legacy ELIS. 

Any references from this point on refer to ELIS2. 

( ■ Th e- updat e d -s lid e show st- ELIS R e s e arch - Staff - R e dact — EEI S 7 and E - EI - S R e s e arch - Staff - R e dact - 
- PCQS can b e found at O:\FOIA\FOIA Library\Cas e Cr e at e R e f e r e nc e s, also in Conn e ct and 
EGN)r 

12.18.16 Creating Staffing and Acknowledgement letters for ELIS2 cases 
12.18.16.1 Deleted 

Step 1 : Find the IOE Receipt Number 

Whenever you create a case, please check both the ELIS and ELIS2 blocks in PCQS to search 
for ELIS information the IOE Receipt number. 


:Ss n Criteria 

: Search Type "Align Number 
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;t Select. Ail 
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If you get a response of “Person Found In: ELIS2,” please click twic e check the box and click 
“Search Selected Persons” to get your IOE Receipt number. 
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You will come to the page below, “Activities Search Results.” Please copy the IOE Receipt 
number. 


r 
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Copy IOE Receipt number 


IMSesSsarcti Results 
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12.18.16.2 Deleted 

Step 2: Is the case open or closed? 

To d e t e rmin e what languag e (if any) g e ts copi e d and past e d into th e Staffing and 
Acknowl e dgm e nt l e tt e rs, you hav e to know two things: 

1. Is this a s e lf - r e qu e st or a r e qu e st from Attorn e y /R e pr e s e ntativ e / Oth e rs? 

2. Is th e cas e op e n or clos e d? 

You can s ee if th e cas e is op e n or clos e d on the ELIS Cas e Info scr ee n. If you doubl e click th e 
p e rson’s information in PCQS (sam e plac e wh e r e you copi e d th e IOE numb e r abov e ), th e 
“Primary Applicant Summary” d e fault scr ee n will display. 

Using this same Activities Search Results section, check the box on the ELIS2 line, then click 
“View Selected Activities.” 


IMfe Search Results 


First tons Sr#' Source Rote 




Hi 


E ar ig bt 


Reed 


Renewal Request -Ccnsld^fsfticn GfOeferrea Action for C^ilidhocd Rivals !0r090 

i, : x : ; : COTtp-3:6 Cp; d > : j : j : I M 'MM 


Pl e as e click to display th e “Cas e Info” scr ee n. On th e l e ft sid e of th e Cas e Info scr ee n, you’ll s ee 
a cat e gory call e d “Cas e State.” Across from th e Cas e Stat e , you’ll s ee on e of four options: 

A. Acc e pt e d 

B. Optimiz e d 

C. R e op e n e d 

D. Clos e d 

On the ELIS2 details screen, find the “Case State” in the “Account Header” section. 
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If the case state is accepted, optimized or reopened, your case is open. Clos e d m e ans clos e d . 



NOTE: The Case State can also be found in the Case Details section of your screen print. 



Step 3 : Create the Case/Put IOE Receipt Number in Topic Line 

Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number into the 
“Topic” line on the FIPS worksheet. 
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IOE Number IS [T opie Line 



wmmm 

NOTE: Putting the IOE Receipt number in the Topic line is the only way we have to track ELIS 
and ELIS2 cases. 

Next, e ith e r create an SSC or ESC staffing to the correct File Control Office. 

Step 4: Is your requestor an attomey/representative or is this a self-request? 

If you answered “yes” to either choice, go to Step 5a(l) to create your Staffing and 
Acknowledgement letters. You will be inserting specific language into both letters. 

If the requestor is other than an attomey/representative or a request from the subject of record, go 
to Step 5b(l) to change your Staffing letter only. There is no change to the Acknowledgement 
letter. 

A wife requesting her husband’s file is an example of an “other.” 

If the case is closed (see example below), it doesn’t matter who the requester is. 

Go to Step 5b(l). 



Step 5a(l): Staffing letter 
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Open cases from Attorney/Representatives or self-requests: 

• Replace the Alien number at the top and bottom of the page with the IOE Receipt number 

• Replace the first part of the second bullet which reads “Send a copy of all responsive 
documents to the FOIA office in their entirety,” with the sentence, “Send a copy of the 
Case Details and Case History tabs (expand all), any restricted content, and any risk 
resolution memo.” 

• Do not replace “DO NOT MAKE REDACTIONS.” Leave it at the end of the second 
bullet. 

Before: 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

Alien #: 2 

Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC2016 
Alien #: 2 

Subject Name: Reed Enright 
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After: 


MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of the Case Details and Case History tabs (expand all), any restricted 
content, and any risk resolution memo. DO NOT MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC2016 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5a(2): Acknowledgement letter 

Open cases from Attorney/Representatives or self-requests: 

• Add the paragraph, “From the USCIS Electronic Immigration System (ELIS) you 
may download the case intake snapshot, case evidence, and correspondence (e.g. 
any G-28 Representation or Withdrawal request) from your Case Details screen,” 
between the fee and CD paragraphs. 
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Example: 


In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.3(c)), your 
request is deemed to constitute an agreement to pay any fees that may be chargeable up to 
$25.00. Fees may be charged for searching for records sought at the respective clerical, 
professional, and/or managerial rates of $4.00/$7.00/$10.25 per quarter hour, and for duplication 
of copies at the rate of $. 10 per copy. The first 100 copies and two hours of search time are not 
charged, and the remaining combined charges for search and duplication must exceed $14.00 
before we will charge you any fees. Most requests do not require any fees; however, if fees in 
excess of $25.00 are required, we will notify you beforehand. 

From the USCIS Electronic Immigration System (ELIS) you may download the case intake 
snapshot, case evidence, and correspondence (e.g. any G-28 Representation or Withdrawal 
request) from your Case Details screen. 

This office will be providing your records on a Compact Disc (CD) for use on your personal 
computer. The CD is readable on all computers through the use of Adobe Acrobat software. A 
version of Adobe Acrobat will be included on the CD. Your records can be viewed on your 
computer screen and can be printed onto paper. Only records 15 pages or more are eligible for 
CD printing. To request your responsive records on paper, please include your control number 
and write to the above address Attention: FOIA/PA Officer, or fax them to (816) 350-5785. 

Step 5b(l): Staffing letter 

All closed cases or cases from others (not Attorney/Representatives nor self- 
requests): 

* Replace the Alien number with the IOE Receipt number at the top and bottom of 
the letter only. Do not replace the second bullet. 


Example: 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 


ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 
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SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC20160 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5b(2): Acknowledgement letter 

All closed cases or cases from others (not Attorney/Representatives nor self- 
requests): 

There is no chan g e to the Acknowledgement letter 


ELIS FAQ’s 

Q: The NFTS screen print says that ELIS is consolidated into a T-file. How do I fill out the Staffing 
Sheet? 

A: If ELIS is consolidated into an A or T-file per NFTS, do not replace the A-number with the IOE 
receipt number or replace the second bullet. Create as a normal case (not in ELIS), except don’t 
forget to add the IOE Receipt number to the FIPS worksheet. 

Q: Which FCOs adjudicate the Form 1-90? 

A: MSC/NBC, SSC and WSC. . . check NFTS for the correct staffing. 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=t> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? ACD FOIA/PA Operations and your 
Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office Automation 
personnel accomplish their missions. Through ACD Operations, Supervisors submit a new rule 
or procedure to ACD FOIA Program. At the direction of the ACD, Program Office may 
immediately amend the guide, or they may seek clarification from Office of Chief Counsel. 

After consultation, Program Office will either amend the Guide or propose a modified rule to 
ACD Operations. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet page. 

When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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Record of Revision 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the F 01 A/PA Assistant’s 
Guide has been changed (changecj portion is underlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. No consent is necessa ry from 
the .minor child, or; the. person .judicially..determined 

parent/guardian must provide his or her own verification of identity that is notarized or 
signed under penalty of perjury [6 C.F.R. § 5.21 ( e)]. The case processor will have to 
request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant’s Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we .export the. A- 
file from EDMS . Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant’s Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files. including T-Files, wherever they may be, 
includingJ^C) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13,2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through) : 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a PvAiFAGS ^e^/^T^FGAyG/^/ staffing slQt only. Gliek G-n 
“Customize Letter.” Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
responsive records for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to scan RAFACS 
only -responsive records. Pend -the -ease prepare a Final Action Letter with closing code 
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NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through) : 


12.7.12 Receipt files 


(b)(6) 


12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC. SSC/SRC. WSC/WAC. MSC/NBC n r NSC/LINV For example, 

|etc., are not receipt files we 


can request. 


12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS. print any PCQS screen(s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
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the box “Responsive Records” and take to person designated to scan RAFACS- 
onlv responsive records. Pend the case. 


12;-7;12'i4-lfther&'iS'noi»format?Qnabeut-ther'eeeiptfilei'PrWTS ; ''regar'dles3'Ofthe 


rsroS, i.v. . xvC.Llao. r&ncM t\4\ rxi iro.f\ or ... jmujdaAi xl A o.L.a f£ . Ar\ o . -AWI3 or. .rvC ,+ti o. .r.oooi.rvf: filo . orv/T nooiain 
piviiA ui liiv iwvipt numavi, y \ j\-i onuuiu Jittii iu uiv wwiivi or uiv lcvupt mv unu puoiv m 


theGLAtJvlSsereenrThisinformationeanbeloeatedontheGLAIMSinquiFjsereeri 
upper right haiid eomeF. The CLAIMS screen will show “owned by.” 


New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by,” 
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1. THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 


2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 


3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4 . 

Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 




Be : Edit Session Transfer ; Program Options window Help : 
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WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.2 Tele View Main Menu 
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The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 
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: 06/28/2005-15:20 EST SSS 

SSSS 

SSSS 

SSSSS SSSS 

SSSSSSSSSSSSSSSSSS 
SSSSSSSSSSSSS 


-PRESS ENTER TO PROCEED TO MAIN MENU 
3270 


xyjd.ws... 


PF5 CIS CURRENT NEWS 


7:50 AM 


This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 


15 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2600 


5. 1 . 4 CIS Main Menu 





CIMMEN 
COMMAND : 


m 

m 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


(91) SEARCH THE DATA BASE 


m 


X; 

-igjxj 


10 / 13/05 

09 : 56:36 


(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 


(94) RECORD MAINTENANCE 


(95) A-FILE TRANSFER SUBSYSTEM 


-- SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 


CLEAR EXIT 


PF5 HELP 


tcftboa ird:: 




This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 
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5.1.4.1 Search Menu Screen 


: Edit ; ; : iSession: : : ]j;ansler : : : ;EFogram : : : gpOons i • iSjniJcw : Help : 


li UB *i 


!a2£ 


m 


/♦an 

§1 


m 


~k 


CI USER 
COMMAND : 

fl#: 0O000000O NAME: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


10/ 13/OS 
10:02:06 

DOB: OOOOOOOO 


(01) ID #: 

(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 

(02) SOUNDS-LIKE NAME (92) DATA DISPLAY MENU 

(03) EXACT NAME (93) ADD TRANSACTIONS MENU 

(04) AKA (ALIAS) NAME (94) RECORD MAINTENANCE MENU 

(05) LAPS EXACT NAME (95) FILE TRANSFER SUBSYSTEM MENU 

(06) SOUNDS-LIKE NAME WITH DOB 

(11) MANUAL SEARCH REOUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUMBER REPORT REOUEST 


f <-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456739) . 

CLEAR EXIT PFS HELP PF6 CIS MAIN HENU 




| Input Form 


.esourceGuide . 


9:02 AM 


From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1.4.2 Search by A-number (9101) 




: Edit ; ; : iSession: : : 3j;ansler : : : ;EFogram : : : gpOons i • iSWc* : Help : 


iiiii 

mtmxi 


iaH? 


m 


/♦an 

§1 


m 


~k 


CIMIDN 

COMMAND: 


IHHIGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ID # SE ARCH /DISPLAY 


10/13/05 

10:02:55 


ID # (A/AA/AB/C/DA) : 

(DL/FB/FP/I/PP/SS/TD) 


LAST: 

FIRST: 



MIDDLE: 

ALIASES: 



SEX: 

POE: 

COB 

FC0 : 

C0A: 

COC 

PFC0 : 

SFC0 : 

DF0 


NATZ DATE 
COURT 
LOCATION 


FATHER: 

MOTHER: 


CONSOLIDATED A NOS 


OTHER INFORMATION-- 


SSN 

1-94 ADM # 
PASSPORT # 
FBI # 
DRIVER LIC 
FINGER CD# 


OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF8 HISTORY 

PF9 EAD PF11 EOIR 

3270 


tchboard ; g§| Input F#n ; 


.esGiurceGuide:.: 


3:03 AM 


In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings. In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 


5. 1. 5 Sounds-Like Name Search ( 91 02) 
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: gfe : : ; Edi t : : : iSeSSiOH: : : : Tf Snsfer : : : :FfOgraft:l : : : Opt36riS : : ; WntioW : : : Help 



CIHSND 

COMMAND: 


inrilGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE” SEARCH 


fk 


- ai xj 


10/18/05 

10:09:04 


: LOST NAME: 
FIRST NAME: 


(40-CHARS MAX) 
(25-CHARS MAX) 


LAST NAHE HATCH 
FIRST NAHE HATCH 
PREVIEW NAHE 


(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(Y/N) 


EXACT DOB: 
DOB RANGE: 


(HHDDYYYY) 

(DATE RANGE - YYYYR; YYYY-YEAR, R-0-9) 


COB: (S-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (HMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (H/F) 

'LAST NAHE IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE” SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


tehboahd;: 


I) Input Form 


W\ CISResourceGuide ;; j| 


iS"): 9:09 AM 


Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5. 1. 6 Exact Name Search (91 03) 


A 26 a pap p sj p ai pp i 


i|| fiteh Edit : ' i ;Sessten ; ; : Tt ransfei i : ; Program i i ; :6ptilns: i • Wlridew : : :htetp: : 


BSUiBUiE 


CIHEXfl 
COMMAND: I 


jrflD 

l: IS: 


*00 

m 


Ipn 


¥& 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 


12/15/05 

08:44:21 


* LAST NAME: 
* FIRST NAME: 

MIDDLE NAME: 

EXACT DOB: 
DOB RANGE: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(25-CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

(5-CHARACTER COUNTRY CODE) 

(5-CHARACTER COUNTRY CODE) 

(3-CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(3-CHARACTER FILES CONTROL OFFICE CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PFG MAIN MENU PF9 SOUNDS-LIKE SEARCH 


ptonDoc M ||| Mrcdtall on ‘Nrcir. . . W] ClbResourceGuide , 


lillt P : i 7:47 AM ; 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 
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5. 1 . 7 Alias (AKA) Name Search (91 04) 


*XvF^>x*X\\vFX^%<vFXvFFFf: 




H Fite : Edit • • : Session • : Transfer : : Program • : • OpSore • • • Window : • • -Help: • 

m 


m 


M 


CIMAL I 
COHHRND : 


IMMIGRATION RND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ALIAS (AKA) NAME SEARCH 


AKA/NEE LAST NAME: 
AKA/NEE FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-95) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


EXACT DOB: (MMDDYYYY) 

DOB RANGE: (DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

COB: (5 - CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST H SEARCH ON FIRST-NAME-ONLY ALIASES, ON LAST-NAME-ONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONHL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 


CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PFG MAIN MENU 


NllMOVft 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 


21 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2606 


5. 1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 



HUM OVR 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5. 1. 9 Card Search (9222) 



MOTHER’S NAME: EDWINA FATHER’S NAME: ZACHIUS 

CARD PORT OF ENTRY: BAL 

CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 
3278 



The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 




f| Me E<Jit Session IransEer Mograni; Slptocs SfoKtw gelp 




/dp 

m 

/dp 


mm 

mm 

mm 



it 


CIMFTD 

IMMIGRATION AND NATURALIZATION SERVICE 

08/01/06 

COMMAND: SHH 


CIS - FILE TRANSFER DISPLAY < FTD) 

11:33:03 

R#: NRHE 

: TAYLOR 

:::::::::::::::::::: :j 

FRANCIS DOB: «« 

PREVIOUS 

FCO 

BAL 


FCO CREATING SUBFILE: 


CURRENT 

FCO 

NRC 


SUB FILE CREATION IND: 


REQUEST 

FCO 

NRC 




FILE LOCATED 

IND: 

: C (FILE TRANSFER COMPLETE) 


DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 

0000 

DATE 

FTI 

: 61242006 


INS BOX NUMBER: 


DATE 

FTC 

: 02022606 


REQUEST NUMBER: 


PERSON/ACTION: 



2ND REQUEST DATE: 






3RD REQUEST DATE: 


YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- 

NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN 

MENU 

3276 











: MUM OVA; : 







The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 




;|| Jyfe Edit £m«tt Irtms&r program. SpBotts grip 



- 1 * 1*1 


IDtlS DC258002 V77 ENTER PASSWORD 

IDUS DC258003 V77 USER NRC0291B SIGNED ON LTERH VTNLT159 RT 08:37:43.64 06.258 
TSS70O0I NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y = J479 IDHS 
TSS70G1I Court t= 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


RUMQV8; 


The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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5.1.12 Tables Menu 



Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 


wm mm mmmm 


File Edit, Session Transfer jji&gram Options Window ijjelp 


m an ifis 


i TBXTBINF 


INS STANDARD TABLES 

DATABASE FACILITY PAGE 09/15/06 



TABLE INFORMATION SCREEN 0001 08:46:07 

I COMMAND ---> 


(SE LFIU, VfiDRD , LODflD, VflINF , OR LOINF) | 

SEL ONE 

TABLE ID TABLE TYPE 

TABLE DESCRIPTION 




! Hi ■■■ 



AFAC 


VAL 

CIS /AFAC FCO CODE TABLE 


A IRX 


LOC 

INTERNATIONAL/ MUNICIPAL AIRPORTS 


ASC 


LOC 

APPLICATION SUPPORT CENTERS 


ASIL 


LOC 

ASYLUM INTERVIEW OFFICES 


ASYL 


LOC 

ASYLUM OFFICES 


BPHQ 


LOC 

HEADQUARTERS 


BPHX 


VAL 

BORDER PATROL SECTOR CODES 


BPSH 


LOC 

BORDER PATROL SECTOR HE ADQTRS 


B PS T 


LOC 

BORDER PATROL STATIONS 


BPSX 


VAL 

BORDER PATROL STATION CODES 


CCD I 


VAL 

INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 

PF 2 

PF4 

PF6 PF8 


PGFRWD 

PGBWRD 

PREV SCN 

MENU EXIT 

TB1O0O43 - 

SELECT ONE 

RECORD 

OR TRY OTHER 

FUNCTIONS 

3270 





urn DVR: 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 




:||j £il& Edit transfer &>>grm Qpte S#d«w gdp 

Burin M$M iiiisy 


m\mm =a 

■& jig: i£g| H W* 


TBXVfilNF 


INS STANDARD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


PAGE 09/15/06 
0014 08:56:10 


conn AND ---> 
TABLE-ID: ADJX 


(SELNU, VADAD, LODAD , TBINF , OR LOINF) 
TABLE DESC : ADJUSTMENT OF STATUS CODES 


IB7 

IBS 
IC6 
IC7 
ID6 
I F 1 
IF2 
IRO 


VALID CODE 

IB7 

IBS 

IC6 

IC7 

ID6 

I F 1 

IF2 

IRO 


TABLE TEXT 

SLF-PETITION CHILD OF USC 

CHILD OF 186 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PF6 PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 00043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


Read the screen in its entirety for navigation instruction and additional information. 
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5.2.1 Introduction 


The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 


5.2.2 Teleview Introduction Screen 



WARNING L This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 

CCCCCCCCC 32R1 


cc 


TTTTTTTTTTTT 



VV 

VV 





cc 

A A A A 

TT 

EEEEEE 

LL 

EEEEEE 

VV 

VV 

II 
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WW 

WW 
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EE 
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VV 

VV 
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VV 
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cc 
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TT 

EE 

LL 

EE 

VV VV 

II 

EE 

WWWW 

WWWW 

C A ACCCCCC 

TT 

EEEEEE 

LLLLLL 

EEEEEE 

VVV 

II 

EEEEEE 

WW 

WW 


| AACCCCCCA 

| AA A A USERID = = = =====> 

AA AA PASSWORD ======> 

| NEW PASSWORD ==> 

| VERIFY NEW PASSWORD ==> 

| PF1 = HELP PF2 = TIME PF3 = LOGOFF 

| PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 

3270 


CAPS HUM OVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 
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5. 2. 3 CLAIMS Selection Screen 
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System 

Application Status 


Remarks / Description 

1 

HELP 
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TeleView Help Facility 

2 
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Avai lable 


TeleView Message Facility 

3 

NEWS 

Available 


Help & News Menu 

4 

J 4061 DM S 

Available 


RAPS-APSS-E0IR 

5 

J427IDMS 

Available 


FOIA/NACS/STSC/M FAS/RNACS 

IB 

|J479IDM S I 

1 (Available 


(claims 

7 

J427CICS 

Avai lable 


DAL ROPES 

8 

J504CICS 

Available 


WDC ROPES 

9 

J 5371 DM S 

Available 


AR11 

10 

J534IDM S 

Avai lable 


CIS 

11 

J527IDM 2 

Avai lable 


PICS/ADMIN SYSTEM S/DRCS 

P FI = HELP P F 3 = END 

P F 7 = PAGE UP PF8= PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 
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1 igli lllll;li liii! 


The number selected to access CLAIMS can vary for each computer. 
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5. 2. 4 CLAIMS Function Screen 
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Si 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 
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Press enter from here to get to the logon screen. 
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5. 2. 6 CLAIMS Logon Screen 
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FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS, 
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IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE, 






File Edit session Transfer Program Options Window Help 
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ill MM 


/an 


in! 


FSXMCLMS 


CLAIMS MAINFRAME SYSTEM 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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5. 2. 7 CLAIMS Main Menu Screen 
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MAIN MENU 

1. COLLECTION & RECEIPTING - APPLICATIONS 

2. COLLECTION & RECEIPTING - PETITIONS 
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4. COLLECTION & RECEIPTING - FOIA 

5. COLLECTION & RECEIPTING - PRIVACY ACT 
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TE PROCESSING 


GENERATE REPORTS 
MAINTAIN SYSTEM FILES 
MANAGEMENT STATUS REPORTS 
CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 
PRINT DELAYED/DUPLICATE APPROVAL NOTICES 
EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 
SCHEDULING/CARD PRODUCTION PROCESSING 
FD258 FINGERPRINT TRACKING INQUIRY 

ENTER SELECTION: 7 

(WELCOME TO THE CLAIMS MAINFRAME SYSTEM, PLEASE MAKE A SELECTION, 

PF8 

LOGOFF 

13270 


12/15/2005 

08:57 

NRC7208A 


HUM OVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5. 2. 8 Inquiry Screen, searching with a Receipt Number 
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(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


USER ID: 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


A NUMBER: A 


REFERENCE NO. 


PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 


NIIMOVR 


On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2 9 Searching CLAIMS using a Name and Date of Birth 
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1. RECEIPT 
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CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 
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NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
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4. A NUMBER: A 

5. REFERENCE NO. : 

6. PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
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NUM OVR 



You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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12. 



J 

1130 

190.00 

02/12/2007 
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■ OVR : : 


If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” For example, if you type “3”, the detailed information relating to receipt number 
SRC0710351687 will be displayed. 
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5.2.10 Searching with the A-Numher 
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1. RECEIPT 


2. USER ID: 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


5. REFERENCE NO. 

6. PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 














, : .v. 

.v.-.v. 


.V.V. 

NUM OVR 



You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner ’s Name 
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1. RECEIPT NO. : 
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BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(FIRST) : 


(MMDDCCYY) 


5. REFERENCE NO. 


PETITIONER 


PF3 PF6 PF8 PF10 PF11 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE 
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PF12 

ACT UPD BY RCPT 


NUMOVR 


You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


(b)(7)(e) 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 
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The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: IBS1) 
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The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 


receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff. 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide 
link below the Warning. 
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5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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6. CREATING THE CASE 


FIPS 7.00.90 - 07/28/2010 w Work Queries 


/Case Woriicfiow Queues 


Available Cases 




On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter” and Sequence 2 is usually “Request Supporting Documents.” There will be 
a date and time in the right column. 
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Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6.1 REQUESTER INFORMATION 
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Save 
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6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 Do not use all capital letters in names. 

6. 1 . 1 .2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1 . 1 .3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 
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6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attomey/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

6. 1 . 1 . 5 Do not hyphenate names. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for a clear copy. 

6. 1 . 1 .7 Add a period after the middle initial. 

6. 1.1. 8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, ent e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1.1. 9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother’s and father’s last names, if provided. If you 
are unsure, contact a supervisor. 

6. 1 . 1 . 10 If the only evidence of an attorney is an envelope or letter, but there is not a 
duly executed Form G-28, create the case using the name and address of the requester in 
Section 2, “Requester Information” Do not use the address on the envelope or 
letterhead. 

6. 1 . 1 . 1 1 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 

6. 1 . 1 . 12 Do not use special characters, such as “&” and in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use #, $, %, A , &, *, (, ), 
=, +, [,], {, }A<, >, or/. 

6.1.1.13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
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The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1 . 1 . 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6. 1 . 1 . 17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You must 
complete these fields to ensure proper delivery. Before pending this case for any further 
action, please check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
New Mexico 
Palau 

Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 

A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 
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6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Form. To 
search for an existing requester, click in one of the available fields in the Requester Search Form 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough information, click Search to locate requesters with matching 
information. 


First Name 
Middle Name 

: : 

J: Last Name 
: : 

Address! 

I Address! 

Address 3 

:::::::::::::::::::::::::::::::::: 

i Of/ 
j: 

5tate 
Zip Code 
:j: Phone 

Frequent Requester: .v, , 

I O Ns 

| C Either 

^ Search 1 i Cancel I Add New Requester 


If you get any matches to your search, you will see a screen that looks like this: 


: : : : 

j First Middle ' ' 'Last Name 2 • Lifte 5 

:j N-aino Name 

Jo ; Bernhard Sauerbraten 123 Strasse Sthwartzvvalder^Kirschtofte KrapFer. 

| Jo ..Jones. .Mary Saueraen. 622P fllionis Court New Market Maryland 

I^TedQ 
iiJovMrffon 
|i Jo . Bonnie 
jJa.Timnty 


Provbx* Postal 
Coda 


Country Pbaos 


Pfanrrkuchen A1B 2C34D3 GERMANY (OH) 233' 
78523- ?¥:56 : 0NiiEO STATES. <3DD'S) S65 


Scott 

■Sheppard 

Simmons 

Simpson 


PC BOX 416 

1S66' Irish StqrieWay 

■952 Irish .way 

15& drange:groye lane 


Nt?rt!i vide New York 00000 

XBE Coporaticm suite 125 Fgito Afiegrc URG-552 J 

: Belfast Mainland: IRE-62 1:3 

IJ(E corporation suite S93 Charleston South Carolina . 32i5P. 


URUGUAY 

IRELAND /gAs) 321: 

.UNITED STATES. 


■IT otal itemysi found $ of 6) : 


■' Page 1 of 1 • 


If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 
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And it will populate the requester information like this: 
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(b)(6) 


6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 



When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 


►IKOH-Mpf [(»<)) rtO.-llOKi 

First Mams 


City 
Stats 

postaf Cc.de 

F] foreign 
Province 
Country 
Ftione Mumtier 
Email 

Frequent. Reausster yt-ves £:no 
i ieve"* • Caocel i 


Middle Mama 

:G* 


Last Mama 
ICuipeppsi- 


6.2 SUBJECT INFORMATION 

After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 
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Register 


C G Culpepper 


Edit Requester 
; hange Requester 
■opy to Subject; 


( b )( 6 ) Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 


First Middle Last 


A-Numbei[ 
Topic ' 


• Mefv'ille 


uump 


6.2.1 Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

6.2.2 Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject. Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.1 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 
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6 . 2 . 2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

6.2.2.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary’s A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

6 . 2 . 3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 

6 . 2 . 3.2 Enter the receipt number with no dashes or spaces. This format assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffing Sheet Guide for more guidance. 

6 . 3 . 2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


6.3 CASE SPECIFICATIONS 
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6.3.1 Track 



6.3.1.1 Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents. The 
requester may write back later responding that they need the whole file, and a 
FOIA/PA Assistant working in Records Locator queue can change it to Track 2 at 
that time. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6 . 3 . 1 . 3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6 . 3 . 1 . 3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6 . 3 . 1 . 3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3. After you verify that the case is open, you may simply click “Send to 
Research” and you are finished with the case. 

6 . 3 . 1 . 3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to ‘‘Expedited 
Treatment” in this guide. 

6 . 3 . 1 . 3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6 . 3 . 1 . 3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6 . 3 . 1 . 3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 

0:\Foia\ F QIA^ L IBRARY\Case ^ Create^References\ Ca seCreate^Template ^L etters 

6 . 3 . 1 . 3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 
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6 . 3 . 1 . 3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6 . 3 . 1 . 3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” at 
the top of the file request. 

6 . 3 . 1 . 3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 


6.3.2 


Type 

Type : 


Privacy Act Request h 
i Referral FOIA Request 
| Referral Privacy Act 
| Privacy Ad Amendment 
Referral PA Amendment 


Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 


6.3.3 


Source 


Source * 


M 


Attorney' 
Commercial 
Education/Scientific 
F ore i g n Gove rn merit 
News Media 
Others 



White Ho uss/Corq ressiona! 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 
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• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 


62 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2647 



6.3.4 Category 


c-Stopty \ Aten Fils -Mii 

iAten Fite §11 

i Appeals 
I Asylum 
I ChFd Support 
|Cit««nship National Review 
i Consultation 
i Contract 
iDobfs Owod 
sOuai Ctetosnship 
I Family History 

iHalhars Ftefugoe lmmigfaho|§§ 

Handbooks, Manuals 
} l.nhuo 13 nc o 
I Internal Audit 
jlnvesbpttens 
j Legal Immigration & Family ; J 
ilsplteatten/ Admin Appeal 
Nodical History 
iNOK Addresses 
! Nicaraguan & Central Amos 
rNon-A-F-ie Material 
i OTHER 

i Pensions if§ 

I Personnel 

I Proof of Nature tee hop 
i Referral 

iSFR cases at nrc 
I Sgec lit Interns t Croup ^ §f§| 

\ WMt % F ra ud, Abuse |§i 

There are 30 different categories of requests. However, the most commonly used 
ones are: 


6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 195 1 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 195 1 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 
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6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section “What track is my case? ” that follows.) 

6.3.4.3 Personnel - The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC, FOIASIG . Click “Reassign Office.” Send the case to Unit 
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Chief. A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly. If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC. FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 OTHER: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1 , 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 

The case is not Genealogy unless it meets one of the above criteria. If the 
case you are creating does meet the criteria for Genealogy, create it as 
OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following 
information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days 
count and follow return procedures. 
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6.3.5 Bureau 


Bureau cis 

,V:i 

iCBP 







L..J 


The three possible selections for Bureau are: 

ICE - Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 

CIS - Used for all other categories. This is the default in FIPS. 

CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry /exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods Note; If request is for entry/exit information and the 
requester/subiect provided an alien number, request the file. 


6. 3. 6 Is there a request for expedited treatment? 

Exp edited Reqiie5ted f Jtl 

i Requested j 

I Gran ted j 

jQenied j 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 

or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 
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The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

6.3.6. 1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case. You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new information, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 

6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor’s decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed, either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation. If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases. 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
“Denied” in the drop-down box, create the Expedited Denial Letter, and then create the 
case as normal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select “Requested” and send the request to Unit Chief. E- 
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select “Granted” in the 
Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 
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6.3.6.5 If you have made a determination to deny, or if the supervisor has indicated 
denial, you must select “Denied” in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 


Processing 

Successfully generated letter Expedited Treatment FOIA Denial, 
Click on OK to continue. 


m 


A dialog box will pop up. Select “Save”: 
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A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 


6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then change the 
Expedited drop-down box to “Not Requested” before you send the case to Up-front 
Approver . Because we are not generating a letter regarding expedited treatment denial or 
grant, and because it would cause erroneous reporting of Expedited Treatment Requests, 
you must change it to “Not Requested.” 
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6.3.7 


Is there a request for fee waiver? 


Fee Waived mt guested 


; Rsq uested 
! Granted 
i Denied 




The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 


A requester must meet two requirements in order for USCIS to grant a fee waiver: 


1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and Fee Waivers.” 


Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. You may determine to deny based upon the two 
criteria listed above. If you do so, you must select “Denied” in the Fee Waiver drop- 
down box on the FIPS worksheet. Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 


6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

0:\Foia\FOIA ii LI BRARY\Case i ii C reate iii References\Case ii Create iii T emplate iii Letters\Fee^ 
Waiver( denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 

6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” before you send the case to Up-front Approver . 
Because we are not generating a letter regarding Fee Waiver denial or grant, and because 
it would cause erroneous reporting of Fee Waiver Requests, you must change it to “Not 
Requested.” 


6.3.8 Print to CD 

E Print To CD 

ID PA Cited 



j In Litigation 
ID In Circular Search 
U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING “PRINT TO CD” 

6.3.8. 1 Check the “Print to CD box” on all new case creates, unless the mailing 
address of requester is to a correctional facility or unless the requester specified paper 
in the initial request letter (for requesters who are attorneys, the default is Print to 
CD). 

6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with “This office will 
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be providing your records on a Compact Disc (CD)” 

6 . 3 . 8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6 . 3 . 8.5 If a requester specifically asks for their records on paper, do not check “Print 
to CD” box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing 
the responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a Compact 
Disc (CD)” 


6. 3. 9 Is this a delinquent requester? 

□ Pri nt To CD 

□ PA cited 

n 

L j In Litigation ^ 

HI In Circular S earch: 

J Delinquent] 


The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan 

123 Owe ~ 

Lees Summit MO 64G86 


(Si 6; 555-5555 

5d5 ^ ^ ^ 

sage@yahfjo.com ' w0 ^ y 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 


Register Tnformntkm 


Sage Morgan- 

123 Drive 

Lees Summit MO 64086 


i" 8 16) 555-5555 
*5555 . . r 

sagely ahuo.com tCl ■ 


Subject 
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The query results appear in a separate window. 


Query Results 



If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6 . 3 . 9.1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

6 . 3 . 9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 


Contents iJ21S:!fe:x Discussions Case Actions 

iCreate , Casg Not Started: 

SearcHyjir Duplicate Cases Not Started: 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 

If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


L Records locator Cas-e Prtxessw *!(.:; :.Cas* approver ij Unit Chief || Up4ront Approver Ifpend: :• Reas sign Office Send tc. Research j; Delete f jy] Open 


Before you move to another part of the case create process, click: 


Save 




6.4 SEARCH FOR DUPLICATE CASES 

Just before you create the case, you should look for duplicates. Duplicate cases are cases in 
which the request was submitted multiple times to the Service, or was inadvertently scanned into 
FIPS multiple times, or are cases that we previously processed. 

Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
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receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 

This does not include instances in which the requester has faxed the request and then mailed it. 
If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Close this 
case as ER (created in error). 
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Ordinarily, you will get a blank result. 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 


..J* : .$ C&C 38G J'SCfrtK? 


Cotttarf StoMunH} Uwc A Nuitsfeer 

Ust Name fet Name Name Name 

I &?&:&& m i&taefM- i.aura C:*A.v ; ;: *;• C;.;.K n: ?:•.,• 


. .r^-H I L.. ri *iU : : f ...J 


Ow&m CteCUSSlOrtS c< 5$V Actor* 


C r $ -M. Casa Wet Started 

£ 0 v £*$*.& Not Storttfd 


; E gcarts | ^ C a v Q ■ ■ ■ ■ jf At>pycv' er ■ ■ i jj _ Lfcft C feo; j j , ■ ■ a pprove r _ j ; Psud i f 

jMfli: V^;r:gva:^; J : 


If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 


'M ;p , CAi<?360!HXi}'S 


HPS v7.0 Tuning kid 63 •• work 


Last ftauM! 

Nf&T20 18038504 6/23/2610 6:60:36 AM Figueroa 


S': iW ij H S' s \ -.vA ) 


Create a Final Action Letter and select final action code ER: Created in Error. After this, send 
the case to Up-front Approver. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Instead, close this case as ER (created in error). 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 

Contents Discussions Case Actions «§? 



Status 

Not Started 

Search For Duoiicate Cases 

Create Additional Cases srj 

Not Started 

Create Fife Request 

Not Sta rted 

Acfcncrarfed gement Letter 

Not Sta rted 

Final Action Letter 

Not Started 

Specialty Letter 

Not Sta rted 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index. Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 
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(b)(6) 


To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 


Case info 
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Johnson Esq Laurence 

Naiubwama 

Name Name 

Teopista 



D/3 1/2002 6:00:00 At 

A Steel Esq 

Richard 

Shin 

Un So ok 

h 


f 3/20 10 1:34:12 PM 

Sitel 

Sant 
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mh 


-3/2010 1:34:12 PM 

Site! 

Sam: 

Site! 

Rick 



4/201Q 1:22:47 PM 

Sitel 

Sam 

Site! 

Rox&nne 



(6/2010 3:02:43 PM 

Richards 

Tim 

Richards 

Viki Rae 


Search Complete j | Search Again 


A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Copied 1 documents without redactions. 


The responsive records now appear in the Contents List of the new case: 


Tasks 


Discussions 


Case Actions 


doctime nt Type $ e<3 ’ • Rases Statu s Resp Unit A ft omhe r Oate 

■p i-K :2 : ' 19 fanned HOi) 

p Request Letter ■ 1 1 Scanned .'8/20/2010 4:04:41 PM 


7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 


7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No consent is necessary from the minor child or the 
person j udicially detemined to be incompetent, however the p^ 

her own verification of identity that is notarized or signed under penalty of perjury [6 C.F.R. $ 

5 .21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

If the requester did not provide all four required pieces of information, you must send for 
additional requester documentation. A requester who provides full name, current address and 
alien number only has not provided sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
perjury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-36 1 , Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of perjury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rale, regulation, order, or requirement 
made pursuant to law, any matter is required or pennitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
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required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that die foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent and/or 
verification of identity using the Track 1, Track 2 or Track 3 Ack Letter Requester Docs located 
at: 0: Foia FQIA LIBRARY\Case Create References'Case Create Template Letters or the 
form “Requester Documentation Attachment” located at: 

0 :\FoiaFOIA_LIBRARY''Case_Create_References\Case_Create_Template_Letters 
Requester DocsAttachment (4). Check the first box on the document. 


7.3 Reasonable Description of Records being Sought: 

If the requester provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request a file if there is only one match and there is no 
other indicator that it may not be the correct subject of record. 

You may possibly find multiple matches, or you may find no matches at all. In a situation like 
this, we do not have a reasonable description of the records the requester wants. We will have to 
send for additional requester documentation, specifically: 

■ Alien Number (if known) 

■ Application/Petition Receipt Number (if known) 

Additionally, we may ask for items of information such as mother’s and father’s names. The 
requester is not required by law or regulation to provide that information, but if the requester 
does not, we may be unable to locate a responsive record. 
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Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the fde request. In the 
“Contents” tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/PA Assistant working in Records 
Locator queue will request the file. The processor will use the requested information to verify 
the release of the correct records. 

Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not request a file. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Cent® nts Discussions Case Adriens Nistor 


• Cear-ch -For- Duplicate- Gases' 
Create Additional Cases 

Ac? nc-;-vfg'd'-i ff-p.cnt Letted 
Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
interest Letter 
Expedited Denial Letter 


Mot Started 

Not Started 
Mot Started 
Not Started 
Mot Started 
Not Started 
Mot Started 
Mot Started 


Records Locator ji Case Processor ; $ 


e Approver ijnit Chief ji Lip-front Approve'- ji Per.d | Reason Office ji; ;Ss 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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FIPS V 7-0 Training buM G 6 v work Queries v actions' 

112131 , Processing Fee Information 

A^nowi«^em&nt' Letter Options Additkmat Documents Required 


Stao 


Fee Estimate 
Prepayment Required 


Ii3 Other Requester Documentation 


Other Requester Docurn entation 


Advance Payment Returned 
U Add Lost Fife Paragraph. 

□ A dd Track 3 Denial Paragraph 


No options Pound, 


} Cancel J 


We then click on “Generate Letter.” Our only option at that point is to click OK: 

'Ll" #’? i Ca$e36Q Home 

FIPS v7,9 Training build 06 * Work Queries x Actions. Star* da Ions Search 

: Processing Fee Information 

Successfully generated letter Acknowledgement Letter- FQ I A. 

:! Click on OK to continue. 

Ill 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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Save as type: 




Save 


| All files 


Cancel 


The acknowledgment letter will pop up: 
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US. of Eftuncta jirf fowurity 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


US. Citizenship 
and Immigration 
Services 


NRC2010000806 


December 3, 2010 


YinV'V 'L-Vi, T"r' : .: - ^ce C-s 


S nil Francisco, CA 


Dear 7.A ■■:/■ Uv Y 


We received your request foi information relating to Chi is P Bac on on Decembei 02, 2010 

Your request is being handled under the provisions of the Freedom of Moimation Act (5 US C § 552). 

It lias been assigned the following control number: NRC2 0 1 0000 $06 Please cite this number in all future 
correspondence about your request 

We respond to requests on a first-in, fust- out basis and on a multi-track system. Your request has been 
, placed m the complex track (Track 2) You may wish to narrow- your request to a specific document in 
ol der to be eligible for the faster tr ack To do so, please send a written request, identifying the specific 
document sought, to the addiess above. We will notify you if youi request is placed in the simple track. 

In accordance with Department of Homeland Security Regulations (6 C F.R. § 5.3(c)). your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
charged for searching for records sought at the respective clerical, professional, and or managerial rates of 
$4.00/$7.CKk$10 25 per quarter hour, and for duplication of copies at the rate of $.10 per copy. The fu st 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14,00 before we will char ge you any fees. Most requests do not requir e any 
fees, however , if fees in excess of $25.00 are required. we will notify you beforehand 

Tins office will be providing your records on a Compact Disc (CD) for use on youi personal computer, 
ji The CD is readable on all computers through the use of Adobe Acrobat software. Aversion of Adobe 

;< ,4 I % !'rtl>'9t will 111* 1 nYi4lli'1i*<l ftii tllf m Vfillt ) i»j iirilc' i 'll! 1>I* V Iin Vitlii' A mi VI 1 ti 1 (' C i' i <> Ml in d i Si' !>** 

qp .y. 




Sec 1 1/2 ; At 4.7" : Ln 27 Col 35 


; Page 1 


English (J S 
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All requested information is cheeked below 


HI Consent. It appeals that you are requesting records about another individual. If that is the case, 
please submit either: (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) proof that that mdivnlual is deceased, e g a copy of a death certificate or an 
obituary. See 6 CFR §5,3 (a), 

|| Verification of Identify It appears that you are i equesting records about another individual If 
that is the case, along with the consent requested above , please submit a statement prepared by that 
individual, in which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of per jury as a substitute foi notarization. 6 CFR §§ 5.3(a) and 5.21(d). 

§| Verification of Identify: It appears that you are requesting records about yourself If that is die 
case, please verify your identity by submitting a statement containing yoiu full name, cm rent address, 
date of birth, and place of birth. Tins statement must be signed and the signature must erthej be notarized 
or submitted by you under 28 TJSC §1746, a law that permits statements to be made under penalty of 
perjury as a substitute for notarization 6 CFR §§ 5 3(a) and 5 .21(d) 

M Description of Recor ds Sought* We have determined dint your request does not reasonably 
describe the lecords drat aie being sought Please provide the following additional information. 

® Subject s Alien Number 

1 Sub jeef s App lie ation P e tition Re c e ipt Numb er 

H: Name o f Sub j e cf s P arents 

§§: Other Names Used by Subject 

M Other: Name of the person who filed the petition for you, when it was filed, other 
information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the r equester. Please include the NRO number listed above on all correspondence w ith this office. 
Requests may be mailed to the FOIA PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-578 5, You may also submit FOIA PA related requests to our e-mail address at 

us c is fo ia (tv dhs eov. 


■* «SJ ; 


Page 3 Sec 2 3/3 At 8.6" Ln 47 Col 52 Vb:: n : :::b 


A a J 


English (U S. 


The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add information after the “Other” checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of information you 
need: 
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Not checked 


Checked! 


Bookmark 


ivj check box enabled 
F] Calculate on exit 


Cancel 


The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 


Tasks 


Discussions- 


: Cass Actions 


History 


Uj Acknowledgement Letter-FGIA 

6 


Editing 


12/3/2010 10:14:14 AM 

| Check In Document! ^ 

5 


Pending 

ORG -SEA Seattle 

012345678 12/3/20 10 8:28: 17 AM 


A. 


Pending 

DRO - SEA Seattle ^ 

012345573 12/3/2010 3:28 ; i 7 AM 

Staffing; tetter - ICE PDF 

■'3: 


Editing; 

DRO - SEA -Seattle 

12/3/2010 S :28:17 AM 

Request Supporting Documents 

2 

4 

Scanned. 


11/5/2010 8:32:47 AM 

Request. Letter 

1 

2 

Scanned 


11/5/2010 8:32:45 AM 


) Records Locator ]| Casa Processor Ji Case Approver : ij Unit Chief || Up-front Appro vac ]; PendJ, Reassign Office j[ 


Click “Open”: 
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You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, you send the case to “Pend.” 


WzzSMb. Fasks Discussions 

Case Actions 

History : 




Type 

Requester Documentation 

s 


P' '"S'tathS' 
Pending 

&esp Unit 

Requester 


• Date 

i 2/3/20 10 10:4Q:40 AM 

H| Acknowledgement Letter-FDIA 

" " : 7 : 


Editing 



12/3/2010 10:40:40 AM 

H Acknowledgement Letter- FOIA 

6 


Inactive 



1 2/3/2QID 10: 14c 14 AM 

|j| Responsive Records 

5 


P en ding 

DRO - SEA Seattle 

012345673 

12/3/2010 8 : 26: 17 AM 

H Staffing Resp ons e 

4 


Pending 

DRO - SEA Seattle 

012345678 

12/3/2010 8:28: 17 AM 

If Staffing Letter - ICE PDF 

3 


Editing 

DRO - SEA Seattle 


12/3/2010 8 : 2£:T 7 .AM 

g Request Supporting Documents 

2 

A 

Scanned 



11/5/2010 6 : 32 -4 7 AM 

j|S Request Letter 

.1- 


Scanned 



11/5/2010 3:32:45 AM 


Click 


Scordj LCggS; Pfscggsor j | Case Approver | 1 Unit Chief | . : : Up-f rent Approv er ; ; ; ; I Pend; ;C; ; ; ■ 


When the requester provides the additional information, A FOIA/PA Assistant working in 
Records Locator queue will request the records. 
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7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verify ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. 

Third party requesters are entitled to any public documents that may be in the file they are 
seeking, as well as documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and 
says in her request letter that she does not know where he is or says she cannot get his consent, 
do not send a request back to her for her husband’s consent. In a situation like this, simply 
request the file and put a Discussion in FIPS that it is a third party request without consent. In 
the above example, if she did not specifically say she cannot get his consent or that she does not 
know where he is, do not request the file. In a situation like this, send a request for consent and 
pend the case for requester documentation. 


7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
( NR C , FIPSPROBLE M) , or in other situations to the MSB mailbox (NRC , NRC F OIAMSB ) . 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 
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8.3 REQUESTS: Routine use, no consent required, not FOIA 


USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 


8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 
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OA room will mail the request to the following address: 


Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 

800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only , follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 
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Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


8.7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 

95 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2680 



PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 
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Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 


8.9 REQUESTS: Official Personnel File 

You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 

You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 


8.12 REQUESTS: Return of original documents 
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Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


8.13 REQUESTS: Privacy Act Amendment 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 

4. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 
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8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 


8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 
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8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 
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8.18 SITUATION: Subpoena or court order 


If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC. FOIA PROGRAM; McDaniel. Marcia M (clicking 
the link generates the e-mail) providing the REQ number and information indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests. 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 


8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled C as e S pecifications , Ca t egory 4 ( Ot her). 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 
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8.20 SITUATION: Certification of record for dual Italian citizenship 


If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program. Refer to the section entitled 
Cas e S p ec i fications, Categ o ry 4 ( O ther). 

If the requester’s relative is deceased, he or she must submit the request to th e USCIS 
Genea l ogy Pr ogram . The web address for more information and instructions for submitting 
their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in order to 
apply for dual Italian citizenship. According to information obtained from the Italian Embassy in 
Washington, D.C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that we release as part of this FOIA request will serve that purpose. 


8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 
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NOTE: You may find the complete list of criteria in Section 3, “Category of request” in the sub- 
paragraph “GEN. ” 


Mr. Crab meets one prong of the criteria for genealogy because he was bom long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. If NFTS shows that the a-number has been retired to NARA, it means we 
have turned the records over to NARA permanently. The requester will have to send a request to 
NARA. Please select FINAL ACTION OPTIONS when creating the Acknowledgement Letter, 
select NA and replace the normal Acknowledgement Letter with the NARA Historical Record 
Letter located at 

0:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters/Historical_ 

RecordLet ter. 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), request the file. 


8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 
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9. REFERRAL AND REDIRECTION 


9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIP S will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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FIPS v7,G Training build 06 v Work Queries Actions 

IlSISISSIfe Processing Fee Inlom^ation 

’SttceessfoRy generated.- letter Final. Action Letter-RF and Referral Memo to DHS Component 
Click on OK to continue. 

ii 



You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 
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Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.’ 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
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another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection. Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry /exit information and the request er/subject provided an alien 
number, request the fde. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 


9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 
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9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC, FOIASIG . After that, send the case to 
Unit Chief. 


9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See En t ry/Exit CBP information above. 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 


11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 


109 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2694 



12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A- number provided on the request (with example sta ffing ) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents’ names) to 
complete the case create. If any of the required elements are missing, request the additional 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 
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12.1.1.2. Submit your location 
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12.1.1.3. Select “Inquiry” 



113 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2698 



12.1.1.4. Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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12.1.1.5. The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.1.1.6 


“Blued in” information 


• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

12.1.1.7 The FOIA Operations Division Intranet Page 

Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the FCO List, which also has the RPC Reference Guide. 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That’s important for staffing. 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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12.1.1.10 Figuring out a Staffing Scenario 


The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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12.1.1.11 Generate the file request 


Go to the “Tasks” tab and click on “Create File Request.” 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. 
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12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.1.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
(Check Out).” 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.1.1.15 Save changes and check it back in 
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After this, send the case to “Pend.” 


12.1.2 Two or more A-numbers 

Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 

“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S: -Record ()ps\Fi/es 
to Comolidate . xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-fdes/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Staj^ngSc for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request. Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 


12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF ACS/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T-files. 
MSB will know the file is digitized because you have staffed using an RDF file request. This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 
NRC.” 


12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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II) Done tM Local intranet 


A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED IND:” 


135 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/201 1 


2720 


If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 


<3 £dit Session Transfer program cohorts ^indbw fcleip 






n ail ismiis 


imsi 


m 

m 

m 

mm 

mm 

WM 


pIMFTD 

COMMAND: 

M: 0917 


NAME: 


IMMIGRATION RND NATURALIZATION SERVICE 
CIS - FILE TRANSFER DISPLAY (FID) 

. GLORIA 


03 / 30/65 
69 : 15:36 


DOB: 04OS19 


PREVIOUS FCO 
CURRENT FCO 
REQUEST FCO 


NRC 

SND 

SND 


FILE LOCATED IND: N (NOT FOUND) 


& 


DATE FTR 
DATE FTI 
DATE FTC 


04122002 (HMDDYYYY) 

04152002 

04162002 


PERSON/ ACTION : CHU/BP 


FCO CREATING SUB FILE: 
SUB FILE CREATION IND: 


ACCESSION NUMBER: 0000 
INS BOX NUMBER : 


REQUEST NUMBER 
2ND REQUEST DATE 
3RD REQUEST DATE 


YOU HAY REQUEST A DISPLAY OF ANOTHER fl-FILE BY KEYING A DIFFERENT A NUMBER. 
CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 

3270 




When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: file request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 


136 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2721 


WPS v?C? Tr«;r^ by&il 06 *' Work 

fas to?:Vm.Sfr.i:;n 


/ * :: ' Actions : 


^teOdORf/tO v£WCb 


ANurote : 891712345 j' i-DMS 


FRAUD DETECTION AND NATIONAL SSCDSTn 

FRC 

H§G 

HFL &>N A^IUE MATERIAL 
ICE 

m> 

'mmtmmm 


Rf> Sta'ffirsc Letts? 
Cus iomke Lst te£, W‘ 
; : <:£ .,, 


1 . Check File Missing/Lost 

,,2. Select Lost File at FCO: 

, 3. Click Request File 
4. Modify the letter 


LoLati-ott Address Office Contact 

|SWar^dT™™™^™™T 


f^jasT:* ; 

Errs sit fxx-J 

cc bavm\ rr 


: Mt* : ; • : j: 


Oif&efltS 



Cmo Attains 



■£ lUAlirSU EAte a 


•Create- C:3:S r 33 

Not Started 

Create Fite R«3:C:US3:t 

Hot Started 

LOU'S? 

Not Started 

Final: Attico utter 

Not Started 

Sp«<ialty Letter 

Not Started 

•States natter 

Hot Started 

Utter 

Hot Started 

Interest Letter 

Not Started 

expedited: Denial Utter 

Not Started 


History 


k ^ o s/:v.' j "' • ' k ^ ‘v v> ^ , 

P:*?Tr 1 F.-f ;• DO% V^inf-VORiOD: 1 


Jl UpTttOi: jl .?? 


137 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2722 


Windc>w tieip 

Normal : T;: Times New Roman ▼.. 11 .T.j J& ; , :?:::::E::i|^;j:^: 1:1:^ : i: J ^ 75% 


:l: 


Staffed to; Lost File <t FCO: SNI> 

CIRCULAR SPECIAL LOST FILE SEARCH REQUEST 

Offic <? Co do :. N RC C ontrol Numb or: NRC 2010000808 Date • D e cemb er 6, 2 0 1 0 

Alien Number. 091712345 Subject: Gloria Diaz Hernandez 






■} '< SMO : : ‘3}tftU%: :2fe 5 ::&£ : 5 SC : SMO 

Mi'mK imt&mmmmMw 
mmm 


The attached F 01 A/P A request is forwarded to your office for action. As a result of the attached system search, we 
request that you conduct a circular / special / lost file search for the subject records. 

Please certify by your signature and date that the lost / missing / not found record has been placed on the circular / 
special / lost file search list and its location is actively being sought or that the file has been found This file: 

is on the circular / special / lost file search list, 

_ is attached 
could not be located 
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FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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We received yoiu request for information relating to Glenn Diaz Hernandez on December 06, 2010 

Yam request is being handled under the provisions of the Freedom of Lifoi motion Act (5 U.S.C J 552) 

It has been assigned the following control number NRC21U0000S0S. Please cite tliis number in all future 
ton respondent about your request. 

We respond to requests oil a fiist-in, first- out basis and on a multi-track system Your lequest has been 
placed in the complex track (Track 2t You may wish to narrow youi request to a specific document m 
oi dei to be eligible for the faster track. To do so, please send a written request, identifying the specific 
document sought, to the address above. We will notify you if your request is placed m the simple tr ack. 

Li accoi dance with Department of Homeland Security Regulations [6 C.FR. § 5.3(c)), yom' request is 
deemed to constitute an agreement to pay any fees that maybe chargeable up to $25 ,00. Fees may be 
char ged for searching foi records sought at the respective clerical, professional, amfoi managerial rates of 
$4 .00; $7 00 .'$10. 2 5 per quarter horn . and for duplication of copies at the rate of $.10 per copy. The first 
10(1 copies and two hours of scotch time are not charged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees. Most requests do not require any 
fees; however, if fees in excess of $25,00 are required, we will notify you beforehand. 

Tins office will be providing vour records on a Compact Disc (CD) for use on vour personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto papei Only records 15 pages or more are eligible for CD printing To request yom 
responsive records on paper, please include your control number and write to the above address Attention 
FOIA/PA Officei , or fax them to (816) 350-5785. 

Eased on the information you provided m your request, we conducted a search of our records locator 
index system. Tins initial search indicated that the requested record is lost or missing As a result, we 
have asked the Records office to initiate a lost missing file search Tills process takes an unknown amount 
of time, therefore, we request your mid ei standing and patience. Once the file is found, we will process 
and provide it to you. If the file cannot be found, we will notify you of our findings. 

USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to yoiu request, please ensure any Social Security Numbers on 
the documents are blanked out or removed 
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When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 

12. 7.3 Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 
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12.7.3.1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12.7.3.9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
RNACS, 

c. and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: A- 
file has been lost for more than 9 months and no other records 
exist. Closing as UT. Detail all systems searched as part of this 
Discussion. 

12.7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Otherwise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” create a 
Discussion with the subject “Unit Chief’ listing the date the file was staffed, the date the 
request was cancelled, and the date the file status was changed to lost. Send the case to 
Unit Chief. You’re done. 

12.7.3.4 If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” 
please move to the next step now. Otherwise, if there is a 9101 screen containing “EARM- 
X” “DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

12.7.3.5 Create a Final Action Letter and select the status UT. In the final action 
letter, after the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including screen prints 
of the electronic record.” Go to the next step. 

12.7.3.6 In the UT final action letter, attach the screen prints to the letter 
electronically (cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to Up-front Approver. You’re done, unless the case is later 
returned to you for further research. 

12.7.3.7 The Up-front Approver will review the UT letter with the inserted screen 
prints. If he or she is satisfied that a thorough search was conducted, the approver will 
forward the case to FOIA Approver. If the approver is not satisfied with the search results, 
he or she will return it to you for further research. 

12.7.3 .8 The FOIA Approver will review the research and either close the case or 
return it for further action. If the case is approved, the FOIA Approver will close the case. 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
.i.0.c!uding.NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for 
the following additional files: XXXXXXX, XXXXXXX, XXXXXXX. 
Once they are received, please review. Please also verify that the 
original a-file is still lost. If the original a-file has been consolidated in 
fact but not in the systems, please process and send your case to 
approver. Also send an e-mail to the MSB for resolution. Include both 
a-numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a-file is 
lost. Your case will close as a PD even if no redactions are made. 
Thank you. 


12.7.3. 10 Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. Any T-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 


143 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2728 



12.7.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

Q: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 


12.7.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. It is important that you provide as 
much information as possible on the Records Indexing file request. The name of the 
subject, year of birth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 
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Naturalization dates 


which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NO RECORDS. 


TO RECAP: If the subject has had no business with the service since 1975 or earlier, 
they may or may not have a CIS record. If they do not, then staff to records indexing. If 
the subject has had business from 1976 forward, do not staff to records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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(M File Edit Session Transfer Program Options Window Help 
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A#: UGOOOOOOO NAME: 
(911 ID #: 


DOB: 09000000 


j A/AA/ AB/C/DA/DL/FB/FP/I /PP/S5/TD.) 
[32| SOUNDS- LIKE NAME 
133! EXACT NAME 
(04! AKA [All AS] NAME 
1 35! LAPS EXACT NAME 
( 56! SOUNDS- LIKE NAME II TH DOB 

Ml! MANUAL SEARCH REQUEST (MR! 

[12! MANUAL SEARCH RESPONSE (SRI 

(15j ON-LINE A- NUMBER REPORT REQUEST 


OTHER MENU SELECTI ONS 
|92| DATA DISPLAY MENU 
1 93! ADD TRANSACT! QNS MENU 
( 94| RECORD MAI NT E NANCE MENU 
1 95! FI IE TRANSFER SUBSYSTEM 


SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID i j EC, AT 23456789!. 


CLEAR EXIT PFS HELP PF S CIS 


NUM OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary /applicant (3) AND as petitioner 
(6). ^ 
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iM Hie Edit Session. Transfer Program Options Window Help 
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SELECT AND COMPLETE ONE LINE 

1. RECEIPT NO,: | 

! SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 

2 USER ID: DATE: I MMDDCCYYj 


3. BENEFt Cl ARY/ APPLICANT 
NAME ( LAST) : 

BI RTH DATE: 

4. A NUMBER: A 

5. REFERENCE NO. : 

6. PETITIONER 
NAME MAST) : 


| MMDDCCYYI 


(FIRST): 


(FIRST): 


FFE PF8 PE TO PFI1 PF 12 

N MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD IT RCPT 


NUH OVR 


When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR, 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 


12.7.7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.7.8 ICE files 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 
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Office Section 

Acronvm 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
R DF for scanning. Those offices eithe r scan directly into FIPS for us or w e ex p ort the A- 
file from .EDMS. Therefore, if the A-file is at one of the above service centers and there 
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is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 
MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt fdes from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 
LOSJ9163201 1 11, DALC922740405 or SPM9606900035, etc., are not receipt files we 
can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! si concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
the box “Responsive Records” and take to person designated to scan RAFACS- 
only responsive records. Pend the case. 
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12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


12.7.13 Archived receipts 
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This screenshot shows a receipt that has been archived. 


If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to request the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the U SCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
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evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 

3. You may call the NVC automated help line at 603 - 334-0700 and enter 
the receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt files; 
Lost receipt file, File destroyed or File cannot locate. . 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDJ” or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes , call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 


12.7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS (not RAF ACS/CIS) staffing slot only. The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 
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After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on “Reassign Office” 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC. FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER ” Please refer to REQUESTS: Return 
of ori g inal d oc uments. 


Processing 


Fee Information- 


Final Atfldri Letter 


;i DP. Duplicate 
:j ER : Crested in Error 
A: FC: Requestors failure to comply 
:i FI .: Requestor's failure tc ID records 


applicable -certified copy 
: J NR ' No n- p-c 5S a 5S to n of records 
Of?.: Old records 

j: ED: Redirected to another agency 
i|RF: Referred to a DHS Component 
UT: Unable tc locate records 
|:ji VYD; Request withdrawn 


'Jifeasoiisixi 


Final Action Dependent Options 

Records Needed 

. ; Insert Clerk, or Courts/Nstionaf Archives paragraph 
: Insert woman married to U,S, citizens paragraph 


SiiL /■ 

■■Hon FOIA Offices 
/Privacy Act Amendment Request 
: REQUEST FOR FILE FROM A FOREIGN FCO 
Service Centers ... 

ijTRiM FOIA/PA LIMIT W 

ilwCF M- 


Itetftre ci s /ftef *r ral s 


[ Subniit : \ Reset i [ Cancel i 


You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 


Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


16. EC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Letter s\Fai lure to 
Comply_Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated letter. 
Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 


We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Contents Discussions 



•Case Actions 



L?£'Br'irh "F Of" DupfiCabS-' f w35'SS 


Create Additional Cases 

Not Started 

Create rile Request 


: a d.nc w fade em ent L ette r : 

Not Started 

Fins! Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 


Records Letter j j Case Processor ‘j ; Case Approver : Unit Cftief j; 'dp^ont Kp^roye-r j : Pend i | Reassign Office 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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ipCase360Home 


FIPS v7,u Training build u6 v work Queries 

Processing Fee ImFcrmsticn 


v Actions 


Fee Estimate ; i U] Other Requester Documentation 

Prepayment Required j 


ill] Advance Payment Returned 
!:■] Add Lost File Paragraph 
E\ Add Track 3 Denial Paragraph 


:Wo options found, 

[ Generate Latter i | /Cancel j 


Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 

ivf *%£ i $ Case360. Home 

FIPS vJ.O Training build 06 •" work Queries Actions Standalone Search 

Processing Fee Information 

Successfully generated letter Acknowledgement Letter-FOIA. 

Click on OK to continue, 

H 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 


19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 


20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned). If the fax needs to be scanned in before reviewing, the FOIA/PA Assistants can 
scan it in and notify you. They may also deliver the fax or mail if needed. 


22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 
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23.1 THE OA ROOM (NRC, FOIAOA) 

\rVYVVV¥V¥¥VVVV¥¥¥&V¥VVV¥V¥¥V¥VVV¥V¥¥VVVVV¥¥Y¥V¥V).X 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• The requester has either has a changed or new address; therefore, the records need to be 
re-printed and re-mailed to the requester. You need to state in your instructions to the 
OA room that you’ve made the changes to the address in the final action letter. Correct 
the address on the final action letter and the FIPS database. State that you’ve changed the 
address in a Discussion. 

Don’t forget to add a Discussion to the original case. 

23.2 MSB ( NRC, NRCFOIAMSB ) 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 

of the case, and specific instructions relating to the case. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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If responsive records need to be copied from one case to another 




• If records are incorrectly scanned in a case and need to be removed 

All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 


23.4 FOIA FILE REQUEST 



Send e-mails to FOIA File Request if you discover A file sitting on a shelf and it has not been 
scanned in to the case. Include the control number and the A-number in these e-mails. 


24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


25. MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


25.1 RETURNED MAIL: 

25. 1. 1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 
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Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on the 
“IT to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1 . Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 
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25. 1.3 Final Action Letters 


Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 
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a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 


25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of KOI A/PA Request) 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 

• Correspondence about delinquent payments (including checks) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 
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Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the MSB supervisor. A supervisor must review the correspondence 
and make a determination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 


25.2.2 Requester documentation /additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
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requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LIBRARY\Case Create References\Template Letters\FC Letter. 


25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
( ww w.u sci s .gov) . 

From www.uscis.gov , find the link near the bottom of the left column under “Other 
Services” marked “FOIA Reque st Statu s C h eck.” Click there to navigate to the online 
status check page. 

The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 
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If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 

If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the “Q” button. Change the information on the 
letter that shows the status of the case, replacing it with the results from the online status 
check before you close and save. Use the latest Status Letter from 
O:\Foia\FOIAJJBRARYCasejCyeate_References\Case_Create_Template_Letters. 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 
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26. BLANK TAPES/CD’s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 


28. CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 


29. INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 

1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 
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4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 

31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 


32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 

• Requester docs have been received 

• Requester writes to request the record on paper 
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• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. 1 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.2 Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action on 
the case. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests and re-staffing due to age affects the 
aging reports and makes it impossible to track these pending cases properly. Please continue 
to repend these cases as necessary. 

32.5 If the A file has been scanned in and we are waiting on a T-file, review T-file staffmgs in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send the 
case to the processor. 

32.6 If the A-file has been scanned in, but there is an open pending slot for a T-file: Review 
“T” file history in NFTS. If the “T” file has been consolidated /combined with the A-file, 
check the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 

32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32.7.1 Check all offices for duplicate cases in FIPS using the alien number. 

32.7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 


177 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/13/2011 


2762 



32.7.3 If you find a duplicate case, make a Discussion and advise NRC, FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other documentation box. 
Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References\Case Create Template Letters\Requester 
Docs Attachment). Check the boxes required and pend the case for Requester Documentation. 
If the processor is asking for information that is already present in the scanned documents, put 
in a Discussion asking for clarification on what the processor is requesting. You may also 
have to point them to the slot where the information is currently contained. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PII provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create Template 
Letters\Failure to Comply Letter. Send the case to approver when you are finished. 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply letter- 
Consent. The template is located at: O:\FOIA\FOIA Library\Case Create References\Case 
Create Template Letter s\Fai lure to Comply Letter. Send the case to approver when you are 
finished. 

32.13 If a request for consent is returned but the requester says he or she is a third party 
requester (they have no relationship to the subject of the record and cannot or will not get 
consent), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 

32. 14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request the correct file. You must 
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then send an e-mail to FIPS Problem mailbox and ask that the wrong records be removed. 
Clicking the link above will automatically send a copy to the FOIA Program mailbox. 

32.14.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there are 
two cases for the requester. If not, you will need to correct the one that exists to become a 
request for the beneficiary’s information. Locate the correct records and re-staff. 

32.14.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible that the 
scanning contractor has scanned the wrong file into this case. Here are the steps to follow if 
you believe this may have happened: 

32. 14.3 . 1 Look for a pending case for the records that were scanned into 
your case. 

32. 14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32. 14.3.3 If they have not, you’ll need to have the records moved from 
your case over to the correct case. You will have to have the slots in your 
case re-set to pending by the N RC, F IPS Problem mailbox. Clicking on 
the link will automatically send a copy to the NRC FOIA Program 
mailbox. 

32. 14.3.4 If the pending case already has records scanned in, review those 
records. 

32. 14.3.4. 1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 

32. 14.3 .4.2 If they are duplicates, then you do not have to do 
anything with that case. 

32. 14.3 .4.3 You will need to have the wrong records removed 
from the staffing response and responsive records slots in your 
case. Send an e-mail to the NRC, FIPS Problem mailbox. Clicking 
on the link will automatically send a copy to the NRC FOIA 
Program mailbox. 

32. 14.3 .5 If you pull a case in Records Locator queue and there is a 

Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 
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32.14.3.5.1 The request must be over six months old before we 
send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 


32. 14.3.5.2 If the interim interest letter is returned saying the 
subject is no longer in custody and we do not have another address 
for the subject, you can close the case FC. Do not close out the 
case FC without the returned mail. 


32.14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 


32.14.3.6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32. 14.3.6. 1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose “RD” and select “NVC” 
from the drop-down box. Save the document and check it in. 
Send the case to Up-front Approver. 


32. 14.3.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to . 
or File cannot locate. 


32.14.3.6.3 If the receipt file has been rejected by the service, 
there are no records to retrieve. Close out as No Record, with an 
explanation of rejected receipt files. 


33. REPENDING IN RECORDS LOCATOR QUEUE 


33. 1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
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However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the fde has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF AC S/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 


33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the NRC case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffmgs for files, then 
e-mail NRC, FOIAFILEREQ to research and to have the file scanned in if necessary. 


34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34. 1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 

34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 
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34.3 The requester has a Track 2 case and provides the required documentation to change 
their request to a Track 3. Prepare a status letter and advise the requester that their case is 
now in Track 3. 


When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. 


35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC. FIPSPROBLEM mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 

- The number of pages scanned in. 

Send the case to Unit Chief/Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 

Lost File. 


36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 

Cases received in Records Locator queue that need acknowledgement letters must be re-assigned 
to a Troubleshooter in the Case Create role. Please contact a supervisor with the NRC Control 
Number and ask that the case be re-assigned to you in the Case Create role. 
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37. RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 


39. IN TRANSIT FILES 

If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 

40. MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 


41. MSB DIRECTED PROJECTS 

Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 
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Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIAFax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786, 5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www.uscis.gov 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Cuidad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 
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LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL- Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 
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SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI- Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV-Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 


.WW : USC]S,£0V 

Title 


Alien's Change of Address Card 
Genealogy Index Search Request 
GenealoqvRecordsRequest 

Notice of Entry of Appearance as Attorney or Representative 
Bjograph|_c Information 
Biographic Information 
Bjo.qraphiclnfor^ 


Fr.ggdpm.olJnformatio 

Verification Request (Non-SAVE agencies) 

Dpcument^yerjfica^ 

Document Verification Req uest (SAVE Agencies) 

Return of Original Documents 

Application for Replacement/lnitial Nonimmigrant Arrival-Departure Document 
Petition for a Nonimmigrant Worker 
Petition for Alien Fiance(e) 

Nonimmigrant Petition Based on Blanket L Petition 


Form Number 

AR-11 

AR-11SR 

G-1041 

G-1041A 

G-28 

G-325 

G-325A 

G-325B 

G-325C 

G-639 

G-845 

G-845 Supplement 
G-845S 
G-884 
1-102 
1-129 
I-129F 
I-129S 
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Title 


Form Number 


PgMQDJPI AHen .Relativ e 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Ap.pJicatign.for Advance Permission Jo. Return to.Unre|in^^ 

Application for Advance Permission to Enter as a Non-Immigrant 
Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppJIcationforR 

Notice of Appeal or Motion 
PPiiiiQPJPr.Amerasian^Wid 

Affidavit of Financial S up port and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Bluest toJEjtfqrc^ JjlnanHCiaU^^ 

forP.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


1-130 

1-131 

1-134 

1-140 

1-191 

1-192 

1-193 

1-212 

1-243 

I-290B 

1-360 

1-361 

1-363 

1-485 

1-485 Supplement A 
1-485 Supplement C 
1-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
IN A) 

Waiver of Rights, Priveleges, Exemptions, and Immunities I-508F 
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Title 


Form Number 




Application To Extend/Change Nonimmigrant Status 


For .persons '.seeking ,y,nonimMgfAQt. status Vyh 
status. 


Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
or Change/Adjustment to/from A, G or NATO Status 


Application for Asylum and Withholding of Removal 


Petition to Classify Orphan as anjmmediate,^ 


Application for Advance Processing of Orphan Petition 


Application for Waiver of Ground of Inadmissibility 


Application By Refugee For Waiver of Grounds of Excludability 


Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
thejmmigration andj^ation^ 


Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 


Application for Status as a Temporary Resident Under Section 245A of the Immigration 


Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 21 0 of the 
Immigration and Nationality Act 


Report of Medical Examination and Vaccination Record 


Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
Natjonality Act 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245A of Public Law 99-603) 




1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 

1-698 

1-730 
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Title 


Form Number 


PgjMQP-AQ-Rg™ 

Application for Employment Authorization 
Application for ; Replacement of N 

Petition to Classify Convention Adoptee as an Immediate Relative 

AppJicatipnjor.Detejmmatjpn.pf 

Application for Family Unity Benefits 

Application for Temporary Protected Status 

Application for Action on an Approved Application or Petition 

Petition by Entrepreneur to Remove Conditions 

Inter-Agency Alien Witness and Informant Record 

Affidavit of Support Under Section 21 3A of the Act 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

PovMy-Q-ljldgjines 

Intending Immigrant's Affidavit of Support Exemption 
Sponsors Notjce i.olChange_pf_Add 


(Pursuant to Section 203 of Public Law 105-100 (NACARA)) 

Employment Eligibility Verification 

Application to Replace Permanent Resident Card 

Application for Authorization to Issue Certification for Health Care Workers 


1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 


1-9 

1-90 

1-905 
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Title 


Form Number 


Request^ 1-907 

Application for T Nonimmigrant Status 1-914 

PgtjtjqnforUN 1-918 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 1-929 

Ap.pJica_tiqntoFjJe__D N-300 


Request fo r a Hearing on a Decision in Naturalization Proceedin g s (Under Section 336 N-336 

of the INA) ’ - — 


MonthlyReportNa N-4 

Application for Naturalization N-400 

ReguestforCertjfjc^^ N-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJicatjon.for.RepJacement.NaJura N-565 

Application for Certificate of Citizenship N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

A DDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 
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BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 
BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 
BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 
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CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 
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DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 
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EEV 


Employment Eligibility Verification 


EFOIA Electronic Freedom of Information Act (initiative) 

ENFORCE Enforcement Case Tracking System 
EOIR Executive Office of Immigration Review 

eOPF Electronic Official Personnel Folder (eOPF) 

EPA Environmental Protection Agency 

ERO Eastern Regional Office 

ESC Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI F ederal Bureau of Investigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 
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FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOI A Freedom of Informati on Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 
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GPO 


Government Printing Office 


GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 
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I-485B 

1-539 

1-551 

1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

IBF 

IBIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 


NACARA Supplement to Form 1-485 Instructions 
Application to Extend/Change Nonimmigrant Status 
Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 
Immigration Card Facility 
Information and Customer Service 
Integrated Digitization Document Management Program 
Automated Biometric Identification System 
Identity Management System 
Individual Development Plan 
Immigration Examiner 
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II 


Immigration Inspector 


IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

IJ Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 
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KST 

Known Suspected Terrorist 

LAPR 

Lawfully Admitted Permanent Resident 

LAPS 

Legalization Application Processing System 

LEAD 

Leadership Education and Development 

LES 

Law Enforcement Sensitive 

LESC 

Law Enforcement Support Center 

LIFE 

Legal Immigration Family Equity (Act) 

LIN 

Northern Service Center (Lincoln, NE) 

LOU 

Limited Official Use 

LPR 

Lawful Permanent Resident 

LULAC 

League of United Latin American Citizens 

MFAS 

Marriage Fraud Amendment System 

MOA 

Memorandum of Agreement 

MOU 

Memorandum of Understanding 

N-300 

Application to File Declaration of Intention 

N-400 

Application for Naturalization 

N-565 

Application for Replacement of Naturalization/Citizenship Document 

N-600 

Application for Certification of Citizenship 

NACARA 

Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS 

Naturalization Application Casework System 

NAILS 

National Automated Immigration Lookout System 

NBC 

National Benefits Center 
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NCIC 


National Crime Information Center 


NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Proj ect 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 
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PC 


Peace Corps 


PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 

RAPS Refugee, Asylum and Parole System 

RAVU Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 
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STAR 

System for Time and Attendance Reporting 

TAC 

Third Agency Checks 

TAP 

Tuition Assistance Program 

TCDD 

Training and Career Development Division 

TECS 

Treasury Enforcement Communication System 

TPO 

Transformation Program Offices 

TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 
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USMC 


United States Marine Corps 
USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

VD Voluntary Departure 

VIS Verification Information System 

VTVPA Victims of Trafficking and Violence Protection Act of 2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

WSC Western Service Center (same as California Service Center) 

WTC Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department. Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing by any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System 1FIPSI - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis. go v/ p ortal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 55 i 


u 


• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


jTraek *L£. 




Track history 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create How Chart for All my records. 
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APPENDIX I: ALIEN NUMBER ASSIGNMENT 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=t> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? ACD FOIA/PA Operations and your 
Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office Automation 
personnel accomplish their missions. Through ACD Operations, Supervisors submit a new rule 
or procedure to ACD FOIA Program. At the direction of the ACD, Program Office may 
immediately amend the guide, or they may seek clarification from Office of Chief Counsel. 

After consultation, Program Office will either amend the Guide or propose a modified rule to 
ACD Operations. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet page. 

When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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Record of Revision 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the F 01 A/PA Assistant’s 
Guide has been changed (changecj portion is underlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. No consent is necessa ry from 
the .minor child, or; the. person .judicially..determined 

parent/guardian must provide his or her own verification of identity that is notarized or 
signed under penalty of perjury [6 C.F.R. § 5.21 ( e)]. The case processor will have to 
request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant’s Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we .export the. A- 
file from EDMS . Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant’s Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files. including T-Files, wherever they may be, 
includingJ^C) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13,2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through) : 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a PvAiFAGS ^e^/^T^FGAyG/^/ staffing slQt only. Gliek G-n 
“Customize Letter.” Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
responsive records for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to scan RAFACS 
only -responsive records. Pend -the -ease prepare a Final Action Letter with closing code 
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NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through) : 


12.7.12 Receipt files 

12 . 7 . 12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 
LOSJ9163201 1 11, DALC922740405 or SPM9606900035, etc., are not receipt files we 
can request. 

12 . 7 . 12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
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the box “Responsive Records” and take to person designated to scan RAFACS- 
onlv responsive records. Pend the case. 


12;-7;12'i4-lfther&'iS'noi»format?Qnabeut-ther'eeeiptfilei'PrWTS ; ''regar'dles3'Ofthe 


rsroS, i.v. . /rvC.T.Ko. r&ncM t\T. rxi iro.f\ or ... jmujdaAi xl A ofa ff . Ar\ o . A\xm or. .rvC iL o. r.oooi.rYh. filo . orv/T nooiain 
piviiA ui liiv iwvipt numavi, y wcx onuuiu Jittii iu uiv wwiivi or uiv lcvupt mv unu puoiv m 


theGLAtJvlSsereenrThisinformationeanbeloeatedontheGLAIMSinquiFjsereeri 
upper right haiid eomeF. The CLAIMS screen will show “owned by.” 


New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by,” 


May 27, 2011 

Paragraph 6. 3. 4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 
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d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

As it used to read: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request. Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). F or r ece ipt fi les a t HBG , u se t h e 
NON-FO IA HBG file re q uest. Do not request DIG T-files at HBG with RPC code s XX, XY , 
Z G, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most current information. 
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1. THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 


2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 


3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4 . 

Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 
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WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.2 Tele View Main Menu 
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The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 




iiil« : ' 

; Rle Edit session Transfer Program options Window Help ; 



-Six I 


jjjl 

B 

B 


n 

gs 

Is ■ m 

iHC f*tXD jHC 

Mj 


Cl M LOGO 
COMMAND: 


ccccccccccccccc 

cccccccccccc 

cccccccccccc 

ccccccccccc 

cccccccccc 


CCCCCCCCC WELCOME TO 

cccccccc 

cccccccc 

cccccccc 

cccccccc 

CCCCCCCC CHECK NEWS 

CCCCCCCCCC 

CCCCCCCCCC LAST NEWS S 
CCCCCCCCCCC 
CCCCCCCCCCC 
CCCCCCCCCCCC 
CCCCCCCCCCCC 

CCCCCCCCCCCCCCC 


ccccccccccc iiiii 

CCCCC IIIII 

CCC IIIII 

IIIII 
IIIII 

WELCOME TO THE CENTRAL 
IIIII 
IIIII 
IIIII 
IIIII 

CHECK NEWS SCREEN ON A 


LAST NEWS SCREEN CHANGE 
IIIII 


SSSSSSSSSSS 
SSSSSSSSSSSSSSS 
SSSSSS SSSS 

sssss 

SSSSS 

INDEX SYSTEM 
SSSSS 

SSSSSSSSSSSSS 

ssssssssssssss 

ssssssss 

REGULAR BASIS ! ! SSSS 

SSSS 

: 06/28/2005-15:20 EST SSS 

SSSS 

SSSS 

SSSSS SSSS 

SSSSSSSSSSSSSSSSSS 
SSSSSSSSSSSSS 


-PRESS ENTER TO PROCEED TO MAIN MENU 
3270 


xyjd.ws... 


PF5 CIS CURRENT NEWS 


7:50 AM 


This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5. 1 . 4 CIS Main Menu 
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This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 
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5.1.4.1 Search Menu Screen 
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From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1.4.2 Search by A-number (9101) 




: Edit ; ; : iSession: : : 3j;ansler : : : ;EFogram : : : gpOons i • iSWc* : Help : 


iiiii 

mtmxi 


iaH? 


m 


/♦an 

§1 


m 


~k 


CIMIDN 

COMMAND: 


IHHIGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ID # SE ARCH /DISPLAY 


10/13/05 

10:02:55 


ID # (A/AA/AB/C/DA) : 

(DL/FB/FP/I/PP/SS/TD) 


LAST: 

FIRST: 



MIDDLE: 

ALIASES: 



SEX: 

POE: 

COB 

FC0 : 

C0A: 

COC 

PFC0 : 

SFC0 : 

DF0 


NATZ DATE 
COURT 
LOCATION 


FATHER: 

MOTHER: 


CONSOLIDATED A NOS 


OTHER INFORMATION-- 


SSN 

1-94 ADM # 
PASSPORT # 
FBI # 
DRIVER LIC 
FINGER CD# 


OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF8 HISTORY 

PF9 EAD PF11 EOIR 

3270 


tchboard ; g§| Input F#n ; 


.esGiurceGuide:.: 


3:03 AM 


In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings. In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 


5. 1. 5 Sounds-Like Name Search ( 91 02) 
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: gfe : : ; Edi t : : : iSeSSiOH: : : : Tf Snsfer : : : :FfOgraft:l : : : Opt36riS : : ; WntioW : : : Help 



CIHSND 

COMMAND: 


inrilGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE” SEARCH 


fk 


- ai xj 


10/18/05 

10:09:04 


: LOST NAME: 
FIRST NAME: 


(40-CHARS MAX) 
(25-CHARS MAX) 


LAST NAHE HATCH 
FIRST NAHE HATCH 
PREVIEW NAHE 


(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(Y/N) 


EXACT DOB: 
DOB RANGE: 


(HHDDYYYY) 

(DATE RANGE - YYYYR; YYYY-YEAR, R-0-9) 


COB: (S-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (HMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (H/F) 

'LAST NAHE IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE” SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


tehboahd;: 


I) Input Form 


W\ CISResourceGuide ;; j| 


iS"): 9:09 AM 


Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5. 1. 6 Exact Name Search (91 03) 


A 26 a pap p sj p ai pp i 


i|| fiteh Edit : ' i ;Sessten ; ; : Tt ransfei i : ; Program i i ; :6ptilns: i • Wlridew : : :htetp: : 


BSUiBUiE 


CIHEXfl 
COMMAND: I 


jrflD 

l: IS: 


*00 

m 


Ipn 


¥& 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 


12/15/05 

08:44:21 


* LAST NAME: 
* FIRST NAME: 

MIDDLE NAME: 

EXACT DOB: 
DOB RANGE: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(25-CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

(5-CHARACTER COUNTRY CODE) 

(5-CHARACTER COUNTRY CODE) 

(3-CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(3-CHARACTER FILES CONTROL OFFICE CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PFG MAIN MENU PF9 SOUNDS-LIKE SEARCH 


ptonDoc M ||| Mrcdtall on ‘Nrcir. . . W] ClbResourceGuide , 


lillt P : i 7:47 AM ; 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 
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5. 1 . 7 Alias (AKA) Name Search (91 04) 


*XvF^>x*X\\vFX^%<vFXvFFFf: 




H Fite : Edit • • : Session • : Transfer : : Program • : • OpSore • • • Window : • • -Help: • 

m 


m 


M 


CIMAL I 
COHHRND : 


IMMIGRATION RND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ALIAS (AKA) NAME SEARCH 


AKA/NEE LAST NAME: 
AKA/NEE FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-95) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


EXACT DOB: (MMDDYYYY) 

DOB RANGE: (DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

COB: (5 - CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST H SEARCH ON FIRST-NAME-ONLY ALIASES, ON LAST-NAME-ONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONHL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 


CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PFG MAIN MENU 


NllMOVft 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5. 1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 



HUM OVR 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5. 1. 9 Card Search (9222) 



MOTHER’S NAME: EDWINA FATHER’S NAME: ZACHIUS 

CARD PORT OF ENTRY: BAL 

CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 
3278 



The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 




f| Me E<Jit Session IransEer Mograni; Slptocs SfoKtw gelp 




/dp 

m 

/dp 


mm 

mm 

mm 



it 


CIMFTD 

IMMIGRATION AND NATURALIZATION SERVICE 

08/01/06 

COMMAND: SHH 


CIS - FILE TRANSFER DISPLAY < FTD) 

11:33:03 

R#: NRHE 

: TAYLOR 

:::::::::::::::::::: :j 

FRANCIS DOB: «« 

PREVIOUS 

FCO 

BAL 


FCO CREATING SUBFILE: 


CURRENT 

FCO 

NRC 


SUB FILE CREATION IND: 


REQUEST 

FCO 

NRC 




FILE LOCATED 

IND: 

: C (FILE TRANSFER COMPLETE) 


DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 

0000 

DATE 

FTI 

: 61242006 


INS BOX NUMBER: 


DATE 

FTC 

: 02022606 


REQUEST NUMBER: 


PERSON/ACTION: 



2ND REQUEST DATE: 






3RD REQUEST DATE: 


YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- 

NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN 

MENU 

3276 











: MUM OVA; : 







The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 




;|| Jyfe Edit £m«tt Irtms&r program. SpBotts grip 



- 1 * 1*1 


IDtlS DC258002 V77 ENTER PASSWORD 

IDUS DC258003 V77 USER NRC0291B SIGNED ON LTERH VTNLT159 RT 08:37:43.64 06.258 
TSS70O0I NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y = J479 IDHS 
TSS70G1I Court t= 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


RUMQV8; 


The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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5.1.12 Tables Menu 



Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 


wm mm mmmm 


File Edit, Session Transfer jji&gram Options Window ijjelp 


m an ifis 


i TBXTBINF 


INS STANDARD TABLES 

DATABASE FACILITY PAGE 09/15/06 



TABLE INFORMATION SCREEN 0001 08:46:07 

I COMMAND ---> 


(SE LHU, VfiDRD , LODflD, VflINF , OR LOINF) | 

SEL ONE 

TABLE ID TABLE TYPE 

TABLE DESCRIPTION 




! Hi ■■■ 



AFAC 


VAL 

CIS /AFAC FCO CODE TABLE 


A IRX 


LOC 

INTERNATIONAL/ MUNICIPAL AIRPORTS 


ASC 


LOC 

APPLICATION SUPPORT CENTERS 


ASIL 


LOC 

ASYLUM INTERVIEW OFFICES 


ASYL 


LOC 

ASYLUM OFFICES 


BPHQ 


LOC 

HEADQUARTERS 


BPHX 


VAL 

BORDER PATROL SECTOR CODES 


BPSH 


LOC 

BORDER PATROL SECTOR HE ADQTRS 


B PS T 


LOC 

BORDER PATROL STATIONS 


BPSX 


VAL 

BORDER PATROL STATION CODES 


CCD I 


VAL 

INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 

PF 2 

PF4 

PF6 PF8 


PGFRWD 

PGBWRD 

PREV SCN 

MENU EXIT 

TB1O0O43 - 

SELECT ONE 

RECORD 

OR TRY OTHER 

FUNCTIONS 

3270 





urn DVR: 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 




:||j £il& Edit transfer &>>grm Qpte S#d«w gdp 

Burin M$M iiiisy 


m\mm =a 

■& jig: i£g| H W* 


TBXVfilNF 


INS STANDARD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


PAGE 09/15/06 
0014 08:56:10 


conn AND ---> 
TABLE-ID: ADJX 


(SELNU, VADAD, LODAD , TBINF , OR LOINF) 
TABLE DESC : ADJUSTMENT OF STATUS CODES 


IB7 

IBS 
IC6 
IC7 
ID6 
I F 1 
IF2 
IRO 


VALID CODE 

IB7 

IBS 

IC6 

IC7 

ID6 

I F 1 

IF2 

IRO 


TABLE TEXT 

SLF-PETITION CHILD OF USC 

CHILD OF 186 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PF6 PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 00043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


Read the screen in its entirety for navigation instruction and additional information. 
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5.2.1 Introduction 


The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 Teleview Introduction Screen 



WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 

CCCCCCCCC 02R1 


cc 


TTTTTTTTTTTT 



VV 
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VV 
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VV VV 

II 

EE 

WWWW 

WWWW 

CAACCCCCC 

TT 

EEEEEE 

LLLLLL 

EEEEEE 

VVV 

II 

EEEEEE 

WW 

WW 


AACCCCCCA 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 
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CAPSNUMOVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 


31 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2842 


5. 2. 3 CLAIMS Selection Screen 




Edit ; Session ; Transfer ; : Program i i options pride w Help 


m m ira 


103 ? 


/an 

m 


mm 

m 


I gpf 


lr?Hi 



: : j ^.L.™ : 




| COWHANDS 

ENVIRONMENT 

HELP 

EXIT 

MODEL 

: LUO -2/2 

DAL CA-TELEVIEW 

4,4 

USERID: NRC72G8A 

LUNflH E 

:: J5NRC2AE 



ESCAPE: PA1 

COMMAND ====> 6 




Sesnum 

System 

Application Status 


Remarks / Description 

1 

HELP 

Avai lable 


TeleView Help Facility 

2 

MSG 

Avai lable 


TeleView Message Facility 

3 

NEWS 

Available 


Help & News Menu 

4 

J 4061 DM S 

Available 


RAPS-APSS-EOIR 

5 

J427IDMS 

Available 


FOIA/NACS/STSC/M FAS/RNACS 

IB 

|J479IDM S I 

1 (Available 


(claims 

7 

J427CICS 

Avai lable 


DAL ROPES 

8 

J504CICS 

Available 


WDC ROPES 

9 

J 5371 DM S 

Available 


AR11 

10 

J534IDM S 

Avai lable 


CIS 

11 

J527IDM 2 

Avai lable 


PICS/ADMIN SYSTEM S/DRCS 

P FI = HELP P F 3 = END 

P F 7 = PAGE UP PF8= PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 
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1 igli lllll;li liii! 


The number selected to access CLAIMS can vary for each computer. 
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5. 2. 4 CLAIMS Function Screen 


IliiSf 


£|[ Rile ; Edit Session ;Iransfeir ;Brograrn: ; Options: ; Window i 




Alsfxl 


■fill 


m M iim 


<'4 


m 


cm 




IDHS DC258002 V9 ENTER PASSWORD 

I DM S DC258QQ3 V9 USER NRC72Q8A SIGNED ON LTERH VTH LT5Q6 AT 08:54:22.05 05.349 
TSS7000I NRC7208A Last-Used 15 Dec 05 08:51 System=02Rl Fact l i ty=TELEVIEW 
TSS7001I Count=08208 Node=Fail Lockt ime=None Name=TIFFANY ROSS 
V9 ENTER NEXT TASK CODE: 


«aa 


Si 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 


Wk&\ 


Rile ; Edit Session i Transfer : Qrogrm: \ Options: ; Jj/jndow i Help 




.J.5l.*f 

_ Ifi 3 ! x| 


;fi|| 


1111 lisffi 


m 


A3D 


cm 


» 


FSXH NEWS 


CLRIMS MRINFRRM E SYSTEM 
NEWS SCREEN 


12 / 15/2005 

08:55 


WELCOME TO THE COMPUTER LINKED RPPLICRTION I N FORM RTI ON MRNRGEMENT SYSTEM 

{ C L R I M S } 

WWW WWWW turifrt WWW* WWW* WWWW WWWW WWW* wwww wwww 


PRESS ENTER TO LOGON OR PF8 TO EXIT 


PF8 

LOGOFF 


HUMOVR 


Press enter from here to get to the logon screen. 


34 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2845 





5. 2. 6 CLAIMS Logon Screen 
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To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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5. 2. 7 CLAIMS Main Menu Screen 
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From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5. 2. 8 Inquiry Screen, searching with a Receipt Number 
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On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2 9 Searching CLAIMS using a Name and Date of Birth 
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You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 

example, if you type “3”, the detailed information relating to receipt number 
ill be displayed. 


SELECTION.” Fo r 

|w 


39 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2850 




5.2.10 Searching with the A-Numher 
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You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner ’s Name 






^ File Edit session Transfer ETogrann Options \jflndow delp 


,zjsm 


■fill 


mm lira 


m 


A3D 


4M 


m 


FSXMIMN1 


CLRIH S MAINFRAM E SYSTEM 
UPDATE PROCESSING MENU 

SELECT RND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208R 


1. RECEIPT NO. : 


(SELECTIONS BELOW FOR APPLICATIONS RND PETITIONS ONLY) 


USER ID: 


(MMDDCCYY) 


BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(FIRST) : 


(MMDDCCYY) 


5. REFERENCE NO. 


PETITIONER 


PF3 PF6 PF8 PF10 PF11 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE 
3270 


PF12 

ACT UPD BY RCPT 


NUMOVR 


You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 
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The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 
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The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: IBS1) 
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The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 


receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff. 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide 
link below the Warning. 
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5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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6. CREATING THE CASE 


FIPS 7.00.90 - 07/28/2010 w Work Queries 


/Case Woriicfiow Queues 


Available Cases 




On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter” and Sequence 2 is usually “Request Supporting Documents.” There will be 
a date and time in the right column. 
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Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6.1 REQUESTER INFORMATION 
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6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 Do not use all capital letters in names. 

6. 1 . 1 .2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1 . 1 .3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 


53 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2864 



6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attomey/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

6. 1 . 1 . 5 Do not hyphenate names. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for a clear copy. 

6. 1 . 1 .7 Add a period after the middle initial. 

6. 1.1. 8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, ent e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1.1. 9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother’s and father’s last names, if provided. If you 
are unsure, contact a supervisor. 

6. 1 . 1 . 10 If the only evidence of an attorney is an envelope or letter, but there is not a 
duly executed Form G-28, create the case using the name and address of the requester in 
Section 2, “Requester Information” Do not use the address on the envelope or 
letterhead. 

6. 1 . 1 . 1 1 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 

6. 1 . 1 . 12 Do not use special characters, such as “&” and in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use #, $, %, A , &, *, (, ), 
=, +, [,], {, }A<, >, or/. 

6.1.1.13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
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The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1 . 1 . 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6. 1 . 1 . 17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You must 
complete these fields to ensure proper delivery. Before pending this case for any further 
action, please check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
New Mexico 
Palau 

Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 

A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 
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6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Form. To 
search for an existing requester, click in one of the available fields in the Requester Search Form 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough information, click Search to locate requesters with matching 
information. 


First Name 
Middle Name 

: : 

J: Last Name 
: : 

Address! 

I Address! 

Address 3 

:::::::::::::::::::::::::::::::::: 

i Of/ 
j: 

5tate 
Zip Code 
:j: Phone 

Frequent Requester: .v, , 

I O Ns 

| C Either 

^ Search 1 i Cancel I Add New Requester 


If you get any matches to your search, you will see a screen that looks like this: 


: : : : 

j First Middle ' ' 'Last Name 2 • Lifte 5 

:j N-aino Name 
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: Belfast Mainland: IRE-62 1:3 
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URUGUAY 

IRELAND /gAs) 321: 

.UNITED STATES. 


■IT otal itemysi found $ of 6) : 


■' Page 1 of 1 • 


If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 


56 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2867 



(b)(6) 


IHBVVHF 






Requester Requester Requester 
First Middle Last Maine 

Name Name 

i , Bernhard 

'v 

Sauerbraten 

r Inncc Mint 

| Sauerwen 

Assign this requester to case 

i ,TOdd 

*• 

Scott 

i , Milton Jav 

i 

i .Bonnie 

Sheppard 

Simmons 

: E 

.! 

1 — 

Simpson 


Total item's) found (6 of 6) 


w* ^ Page 1 of 1 
Cancel 1 


And it will populate the requester information like this: 
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6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 



When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 

(b)(6) : .. 
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6.2 SUBJECT INFORMATION 


After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 
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: !oK 

(b)(6) 


Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 





4-Number : 957 65432 1,8765432 10.7 65432 liisj 


6.2.1 Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

6.2.2 Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject. Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.2 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 
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6 . 2 . 2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

6.2.2.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary’s A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

6 . 2 . 3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 

6 . 2 . 3.2 Enter the receipt number with no dashes or spaces. This format assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffing Sheet Guide for more guidance. 

6 . 3 . 2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


6.3 CASE SPECIFICATIONS 
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6.3.1 Track 



6.3.1.1 Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents. The 
requester may write back later responding that they need the whole file, and a 
FOIA/PA Assistant working in Records Locator queue can change it to Track 2 at 
that time. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6 . 3 . 1 . 3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6 . 3 . 1 . 3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6 . 3 . 1 . 3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3. After you verify that the case is open, you may simply click “Send to 
Research” and you are finished with the case. 

6 . 3 . 1 . 3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to ‘‘Expedited 
Treatment” in this guide. 

6 . 3 . 1 . 3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6 . 3 . 1 . 3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6 . 3 . 1 . 3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 

0:\Foia\ F QIA^ L IBRARY\Case ^ Create^References\ Ca seCreate^Template ^L etters 

6 . 3 . 1 . 3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 
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6 . 3 . 1 . 3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6 . 3 . 1 . 3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” at 
the top of the file request. 

6 . 3 . 1 . 3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 


6.3.2 


Type 

Type : 


Privacy Act Request h 
i Referral FOIA Request 
| Referral Privacy Act 
| Privacy Ad Amendment 
Referral PA Amendment 


Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 


6.3.3 


Source 


Source * 


M 


Attorney' 
Commercial 
Education/Scientific 
F ore i g n Gove rn merit 
News Media 
Others 



White Ho uss/Corq ressiona! 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 
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• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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6.3.4 Category 


c-Stopty \ Aten Fils -Mii 

iAten Fite §11 

i Appeals 
I Asylum 
I ChFd Support 
|Cit««nship National Review 
i Consultation 
i Contract 
iDobfs Owod 
sOuai Ctetosnship 
I Family History 

iHalhars Ftefugoe lmmigfaho|§§ 

Handbooks, Manuals 
} l.nhuo 13 nc o 
I Internal Audit 
jlnvesbpttens 
j Legal Immigration & Family ; J 
ilsplteatten/ Admin Appeal 
Nodical History 
iNOK Addresses 
! Nicaraguan & Central Amos 
rNon-A-F-ie Material 
i OTHER 

i Pensions if§ 

I Personnel 

I Proof of Nature tee hop 
i Referral 

iSFR cases at nrc 
I Sgec lit Interns t Croup ^ §f§| 

\ WMt % F ra ud, Abuse |§i 

There are 30 different categories of requests. However, the most commonly used 
ones are: 


6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 195 1 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 195 1 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 
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6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section “What track is my case? ” that follows.) 

6.3.4.3 Personnel - The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC, FOIASIG . Click “Reassign Office.” Send the case to Unit 
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Chief. A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly. If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC. FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1 , 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 

The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, create it as OTHER then 
do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an 
acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a 
possible Genealogy 

d. Send an email to the designated person who handles genealogy 
cases (currently Donna Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a 
genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case 
Create to send an acknowledgment letter and staff for records. 
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If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 


6.3.5 


Bureau 


Bureau 


CIS -V: 


lliipl 

ICE 


The three possible selections for Bureau are: 


ICE - Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 


CIS - Used for all other categories. This is the default in FIPS. 


CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods Note; If request is for entry/exit information and the 
requester/subiect provided an alien number, request the file. 


6. 3. 6 Is there a request for expedited treatment? 

Exp edited I N ot Req u ested j| 

I Requested I 

I Granted j 

j Denied i 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 
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or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

6.3.6.1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case. You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new information, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 

6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor’s decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed , either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation. If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases. 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
“Denied” in the drop-down box, create the Expedited Denial Letter, and then create the 
case as normal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select “Requested” and send the request to Unit Chief. E- 
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select “Granted” in the 
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Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

6.3.6.5 If you have made a determination to deny, or if the supervisor has indicated 
denial, you must select “Denied” in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 

|| 1 1 j £f'f j§| . Processing 

: Successfully generated letter Expedited Treatment FOIA Denial, 

Click on OK to continue, 

iSjcl 

if 


A dialog box will pop up. Select “Save”: 
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A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 


6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then change the 
Expedited drop-down box to “Not Requested” before you send the case to Up-front 
Approver . Because we are not generating a letter regarding expedited treatment denial or 
grant, and because it would cause erroneous reporting of Expedited Treatment Requests, 
you must change it to “Not Requested.” 


71 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2882 



6.3.7 


Is there a request for fee waiver? 


Fee Waived mt guested 


; Rsq uested 
! Granted 
i Denied 




The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 


A requester must meet two requirements in order for USCIS to grant a fee waiver: 


1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and Fee Waivers.” 


Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. You may determine to deny based upon the two 
criteria listed above. If you do so, you must select “Denied” in the Fee Waiver drop- 
down box on the FIPS worksheet. Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 


6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

0:\Foia\FOIA ii LI BRARY\Case i ii C reate iii References\Case ii Create iii T emplate iii Letters\Fee^ 
Waiver( denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 

6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” before you send the case to Up-front Approver . 
Because we are not generating a letter regarding Fee Waiver denial or grant, and because 
it would cause erroneous reporting of Fee Waiver Requests, you must change it to “Not 
Requested.” 


6.3.8 Print to CD 

E Print To CD 

ID PA Cited 



j In Litigation 
ID In Circular Search 
U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING “PRINT TO CD” 

6.3.8. 1 Check the “Print to CD box” on all new case creates, unless the mailing 
address of requester is to a correctional facility or unless the requester specified paper 
in the initial request letter (for requesters who are attorneys, the default is Print to 
CD). 

6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with “This office will 
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be providing your records on a Compact Disc (CD)” 

6 . 3 . 8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6 . 3 . 8.5 If a requester specifically asks for their records on paper, do not check “Print 
to CD” box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing 
the responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a Compact 
Disc (CD)” 


6. 3. 9 Is this a delinquent requester? 

□ Pri nt To CD 

□ PA cited 

n 

L j In Litigation ^ 

HI In Circular S earch: 

J Delinquent] 


The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan 

123 Owe ~ 

Lees Summit MO 64G86 


(Si 6; 555-5555 

5d5 ^ ^ ^ 

sage@yahfjo.com ' w0 ^ y 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 


Register Tnformntkm 


Sage Morgan- 

123 Drive 

Lees Summit MO 64086 


i" 8 16) 555-5555 
*5555 . . r 

sagely ahuo.com tCl ■ 


Subject 
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The query results appear in a separate window. 


Query Results 



If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6 . 3 . 9.1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

6 . 3 . 9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 


Contents iJ21S:!fe:x Discussions Case Actions 

iCreate , Casg Not Started: 

SearcHyjir Duplicate Cases Not Started: 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 

If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


L Records locator Cas-e Prtxessw *!(.:; :.Cas* approver ij Unit Chief || Up4ront Approver Ifpend: :• Reas sign Office Send tc. Research j; Delete f jy] Open 


Before you move to another part of the case create process, click: 


Save 




6.4 SEARCH FOR DUPLICATE CASES 

Just before you create the case, you should look for duplicates. Duplicate cases are cases in 
which the request was submitted multiple times to the Service, or was inadvertently scanned into 
FIPS multiple times, or are cases that we previously processed. 

Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
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receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 

This does not include instances in which the requester has faxed the request and then mailed it. 
If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Close this 
case as ER (created in error). 
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Ordinarily, you will get a blank result. 


Processing 
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Search Complex 
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Search Again 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 


..J* : .$ C&C 38G J'SCfrtK? 


Cotttarf StoMunH} Uwc A Nuitsfeer 

Ust Name fet Name Name Name 

I &?&:&& m i&taefM- i.aura C:*A.v ; ;: *;• C;.;.K n: ?:•.,• 


. .r^-H I L.. ri *iU : : f ...J 


Ow&m CteCUSSlOrtS c< 5$V Actor* 


C r $ -M. Casa Wet Started 

£ 0 v £*$*.& Not Storttfd 


; E gcarts | ^ C a v Q ■ ■ ■ ■ jf At>pycv' er ■ ■ i jj _ Lfcft C feo; j j , ■ ■ a pprove r _ j ; Psud i f 

jMfli: V^;r:gva:^; J : 


If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 


'M ;p , CAi<?360!HXi}'S 


HPS v7.0 Tuning kid 63 •• work 


Last ftauM! 

Nf&T20 18038504 6/23/2610 6:60:36 AM Figueroa 


S': iW ij H S' s \ -.vA ) 


Create a Final Action Letter and select final action code ER: Created in Error. After this, send 
the case to Up-front Approver. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Instead, close this case as ER (created in error). 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 

Contents Discussions Case Actions «§? 



Status 

Not Started 

Search For Duolicate Cases 

Create Additional Cases srj 

Not Started 

Create Fife Request 

Not Sta rted 

Acfcncrarfed gement Letter 

Not Sta rted 

Final Action Letter 

Not Started 

Specialty Letter 

Not Sta rted 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index. Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 
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(b)(6) 


To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 


Case info 
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Rick 
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5/4/2010 1:2.2:47 PM 

Sitsl 

Sam 

Site! 

Rox&nne 



5/6/2010 3:02:43 PM 

Richards 

Tim 

Richards 

Viki Rae 

| Search Complete j j / 

Search Again j 






A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Copied 1 documents without redactions. 


The responsive records now appear in the Contents List of the new case: 


Tasks 


Discussions 


Case Actions 


Ooctime nt Type $ e<3 ’ • Stages Statu 5 Resp On it A - ft amhe r ttate 

■p i-K :2 : ■ 19 ^canned nm 

p Request Letter ■ 1 1 Scanned .'8/20/2010 4:04:41 PM 


7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 


7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No consent is necessary from the minor child or the 
person j udicially detemined to be incompetent, however the p^ 

her own verification of identity that is notarized or signed under penalty of perjury [6 C.F.R. $ 

5 .21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

If the requester did not provide all four required pieces of information, you must send for 
additional requester documentation. A requester who provides full name, current address and 
alien number only has not provided sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
perjury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-36 1 , Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of perjury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rale, regulation, order, or requirement 
made pursuant to law, any matter is required or pennitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
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required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that die foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent and/or 
verification of identity using the Track 1, Track 2 or Track 3 Ack Letter Requester Docs located 
at: 0: Foia FQIA LIBRARY\Case Create References'Case Create Template Letters or the 
form “Requester Documentation Attachment” located at: 

0 :\FoiaFOIA_LIBRARY''Case_Create_References\Case_Create_Template_Letters 
Requester DocsAttachment (4). Check the first box on the document. 


7.3 Reasonable Description of Records being Sought: 

If the requester provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request a file if there is only one match and there is no 
other indicator that it may not be the correct subject of record. 

You may possibly find multiple matches, or you may find no matches at all. In a situation like 
this, we do not have a reasonable description of the records the requester wants. We will have to 
send for additional requester documentation, specifically: 

■ Alien Number (if known) 

■ Application/Petition Receipt Number (if known) 

Additionally, we may ask for items of information such as mother’s and father’s names. The 
requester is not required by law or regulation to provide that information, but if the requester 
does not, we may be unable to locate a responsive record. 
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Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the fde request. In the 
“Contents” tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/PA Assistant working in Records 
Locator queue will request the file. The processor will use the requested information to verify 
the release of the correct records. 

Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not request a file. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Cent® nts Discussions Case Adriens Nistor 


• Cear-ch -For- Duplicate- Gases' 
Create Additional Cases 

Ac? nc-;-vfg'd'-i ff-p.cnt Letted 
Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
interest Letter 
Expedited Denial Letter 


Mot Started 

Not Started 
Mot Started 
Not Started 
Mot Started 
Not Started 
Mot Started 
Mot Started 


Records Locator ji Case Processor ; $ 


e Approver ijnit Chief ji Lip-front Approve'- ji Per.d | Reason Office ji; ;Ss 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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FIPS V 7-0 Training buM G 6 v work Queries v actions' 

112131 , Processing Fee Information 

A^nowi«^em&nt' Letter Options Additkmat Documents Required 


Stao 


Fee Estimate 
Prepayment Required 


Ii3 Other Requester Documentation 


Other Requester Docurn entation 


Advance Payment Returned 
U Add Lost Fife Paragraph. 

□ A dd Track 3 Denial Paragraph 


No options Pound, 


} Cancel J 


We then click on “Generate Letter.” Our only option at that point is to click OK: 

'Ll" #’? i Ca$e36Q Home 

FIPS v7,9 Training build 06 * Work Queries x Actions. Star* da Ions Search 

: Processing Fee Information 

Successfully generated letter Acknowledgement Letter- FQ I A. 

:! Click on OK to continue. 

Ill 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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My Network . 
Places 


File name 
Save as type: 




Save 


| All files 


Cancel 


The acknowledgment letter will pop up: 
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US. of Eftuncta jirf fowurity 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


US. Citizenship 
and Immigration 
Services 


NRC2010000806 


December 3, 2010 


YinV'V 'L-Vi, T"r' : .: - ^ce C-s 


S nil Francisco, CA 


Dear 7.A ■■:/■ Uv Y 


We received your request foi information relating to Chi is P Bac on on Decembei 02, 2010 

Your request is being handled under the provisions of the Freedom of Moimation Act (5 US C § 552). 

It lias been assigned the following control number: NRC2 0 1 0000 $06 Please cite this number in all future 
correspondence about your request 

We respond to requests on a first-in, fust- out basis and on a multi-track system. Your request has been 
, placed m the complex track (Track 2) You may wish to narrow- your request to a specific document in 
ol der to be eligible for the faster tr ack To do so, please send a written request, identifying the specific 
document sought, to the addiess above. We will notify you if youi request is placed in the simple track. 

In accordance with Department of Homeland Security Regulations (6 C F.R. § 5.3(c)). your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
charged for searching for records sought at the respective clerical, professional, and or managerial rates of 
$4.00/$7.CKk$10 25 per quarter hour, and for duplication of copies at the rate of $.10 per copy. The fu st 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14,00 before we will char ge you any fees. Most requests do not requir e any 
fees, however , if fees in excess of $25.00 are required. we will notify you beforehand 

Tins office will be providing your records on a Compact Disc (CD) for use on youi personal computer, 
ji The CD is readable on all computers through the use of Adobe Acrobat software. Aversion of Adobe 

;< ,4 I % !'rtl>'9t will 111* 1 nYi4lli'1i*<l ftii tllf m Vfillt ) i»j iirilc' i 'll! 1>I* V Iin Vitlii' A mi VI 1 ti 1 (' C i' i <> Ml in d i Si' !>** 

qp .y. 




Sec 1 1/2 ; At 4.7" : Ln 27 Col 35 


; Page 1 


English (J S 
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All requested information is cheeked below 


HI Consent. It appeals that you are requesting records about another individual. If that is the case, 
please submit either: (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) proof that that mdivnlual is deceased, e g a copy of a death certificate or an 
obituary. See 6 CFR §5,3 (a), 

|| Verification of Identify It appears that you are i equesting records about another individual If 
that is the case, along with the consent requested above , please submit a statement prepared by that 
individual, in which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of per jury as a substitute foi notarization. 6 CFR §§ 5.3(a) and 5.21(d). 

§| Verification of Identify: It appears that you are requesting records about yourself If that is die 
case, please verify your identity by submitting a statement containing yoiu full name, cm rent address, 
date of birth, and place of birth. Tins statement must be signed and the signature must erthej be notarized 
or submitted by you under 28 TJSC §1746, a law that permits statements to be made under penalty of 
perjury as a substitute for notarization 6 CFR §§ 5 3(a) and 5 .21(d) 

M Description of Recor ds Sought* We have determined dint your request does not reasonably 
describe the lecords drat aie being sought Please provide the following additional information. 

® Subject s Alien Number 

1 Sub jeef s App lie ation P e tition Re c e ipt Numb er 

H: Name o f Sub j e cf s P arents 

§§: Other Names Used by Subject 

M Other: Name of the person who filed the petition for you, when it was filed, other 
information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the r equester. Please include the NRO number listed above on all correspondence w ith this office. 
Requests may be mailed to the FOIA PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-578 5, You may also submit FOIA PA related requests to our e-mail address at 

us c is fo ia (tv dhs eov. 


■* «SJ ; 


Page 3 Sec 2 3/3 At 8.6" Ln 47 Col 52 Vb:: n : :::b 


A a J 


English (U S. 


The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add information after the “Other” checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of information you 
need: 
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I.-::::--:- 


Not checked 


Checked! 


Bookmark 


ivj check box enabled 
F] Calculate on exit 


Cancel 


The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 


Tasks 


Discussions- 


: Cass Actions 


History 


Uj Acknowledgement Letter-FGIA 

6 


Editing 


12/3/2010 10:14:14 AM 

| Check In Document! ^ 

5 


Pending 

ORG -SEA Seattle 

012345678 12/3/20 10 8:28: 17 AM 

Staff mg 'Resp'siisS 

A. 


Pending 

DRO - SEA Seattle ^ 

012345573 12/3/2010 3:28 ; i 7 AM 

Staffing; tetter - ICE PDF 

■'3: 


Editing; 

DRO - SEA Seattle 

12/3/2010 S :28:17 AM 

Request Supporting Documents 

2 

4 

Scanned. 


11/5/2010 8:32:47 AM 

Request. Letter 

1 

2 

Scanned 


11/5/2010 8:32:45 AM 


) Records Locator ]| Casa Processor Ji Case Approver : ij Unit Chief || Up-front Appro vac ]; PendJ, Reassign Office j[ 


Click “Open”: 


91 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2902 




You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, you send the case to “Pend.” 


WzzSMb. Fasks Discussions 

Case Actions 

History : 




Type 

Requester Documentation 

s 


P' '"S'tathS' 
Pending 

&e§p Unit 

Requester 


• Date 

i 2/3/20 10 10:40:40 AM 

H| Acknowledgement Letter-FDIA 

" " : 7 : 


Editing 



12/3/2010 10:40:40 AM 

H Acknowledgement Letter- FOIA 

6 


Inactive 



1 2/3/2QID 10:14114 AM 

|j| Responsive Records 

5 


P en ding 

DRO - SEA Seattle 

012345673 

12/3/2010 8 : 26: 17 AM 

H Staffing Resp ons e 

4 


Pending 

DRO - SEA Seattle 

012345678 

12/3/2010 8:28: 17 AM 

If Staffing Letter - ICE PDF 

3 


Editing 

DRO - SEA Seattle 


12/3/2010 8 : 2£:T 7 .AM 

g Request Supporting Documents 

2 

A 

Scanned 



11/5/2010 6 : 32 -4 7 AM 

j|S Request Letter 

.1- 


Scanned 



11/5/2010 3:32:45 AM 


Click 


Scordj LCggS; Pfscggsor j | Case Approver | 1 Unit Chief | . : : Up-f rent Approv er ; ; ; ; I Pend; : 


When the requester provides the additional information, A FOIA/PA Assistant working in 
Records Locator queue will request the records. 
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7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verify ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. 

Third party requesters are entitled to any public documents that may be in the file they are 
seeking, as well as documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and 
says in her request letter that she does not know where he is or says she cannot get his consent, 
do not send a request back to her for her husband’s consent. In a situation like this, simply 
request the file and put a Discussion in FIPS that it is a third party request without consent. In 
the above example, if she did not specifically say she cannot get his consent or that she does not 
know where he is, do not request the file. In a situation like this, send a request for consent and 
pend the case for requester documentation. 


7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
( NR C , FIPSPROBLE M) , or in other situations to the MSB mailbox (NRC , NRC F OIAMSB ) . 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 
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8.3 REQUESTS: Routine use, no consent required, not FOIA 


USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 


8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 
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OA room will mail the request to the following address: 


Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 

800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only , follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 
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Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


8.7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
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PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 
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Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 


8.9 REQUESTS: Official Personnel File 

You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 

You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 


8.12 REQUESTS: Return of original documents 
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Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


8.13 REQUESTS: Privacy Act Amendment 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 

4. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 
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8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 


8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 
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8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 
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8.18 SITUATION: Subpoena or court order 


If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC. FOIA PROGRAM; McDaniel. Marcia M (clicking 
the link generates the e-mail) providing the REQ number and information indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests. 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 


8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled C as e S pecifications , Ca t egory 4 ( Ot her). 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 
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8.20 SITUATION: Certification of record for dual Italian citizenship 


If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program. Refer to the section entitled 
Cas e S p ec i fications, Categ o ry 4 ( O ther). 

If the requester’s relative is deceased, he or she must submit the request to th e USCIS 
Genea l ogy Pr ogram . The web address for more information and instructions for submitting 
their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in order to 
apply for dual Italian citizenship. According to information obtained from the Italian Embassy in 
Washington, D.C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that we release as part of this FOIA request will serve that purpose. 


8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 
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NOTE: You may find the complete list of criteria in Section 3, “Category of request” in the sub- 
paragraph “GEN. ” 


Mr. Crab meets one prong of the criteria for genealogy because he was bom long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. If NFTS shows that the a-number has been retired to NARA, it means we 
have turned the records over to NARA permanently. The requester will have to send a request to 
NARA. Please select FINAL ACTION OPTIONS when creating the Acknowledgement Letter, 
select NA and replace the normal Acknowledgement Letter with the NARA Historical Record 
Letter located at 

0:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters/Historical_ 

RecordLet ter. 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), request the file. 


8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 
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9. REFERRAL AND REDIRECTION 


9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIPS will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 
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After you have done this for both documents, send the case to Up-front Approver. 


9.2 Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
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another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection. Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry /exit information and the request er/subject provided an alien 
number, request the fde. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 


9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 
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9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC, FOIASIG . After that, send the case to 
Unit Chief. 


9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See En t ry/Exit CBP information above. 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 


11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A- number provided on the request (with example sta ffing ) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents’ names) to 
complete the case create. If any of the required elements are missing, request the additional 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 
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12.1.1.2 Submit your location 
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12.1.1.3 Select “Inquiry” 
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12.1.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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12.1.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.1.1.6 


“Blued in” information 


• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

12.1.1.7 The FOIA Operations Division Intranet Page 

Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the FCO List, which also has the RPC Reference Guide. 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That’s important for staffing. 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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12.1.1.10 Figuring out a Staffing Scenario 


The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 



STAFFING SCENARIOS - ICE FILES 


: Theie ara auremly five diitereiir ; types of staffiugs for files: located within die ICE ; : 

: function. : The NETS screen' print should be parsted to die vscond past of the ytaffiag: : : : 
jerr«: • 

OPLA - Staffing sheets are to be used ibi files tlitv. are located in die following of ace 
; sections. Choose die FCO where the file is. located, sucji as OPLA -BOS. ; 


Office Section 

AcitottVin 

; Trial Attorney's Office 

TA 

Chief Counsel ; 


; Litigation : ; 

LI 03 LIT 

; Legal Section 

LS 

District Cooke el ; 

DC : 






($M: - Staffto* sheets are to be used for files that are located in the follorviafi office 

- WSSvXS; ....... 

; sec lions.: : Choose die FCO where the file r s located, such as DRO-DEN. ; 


Office Section 

Acioiivm 

Detention & Removal : : 

DENTENT. D&R; DET. DRO; DD&P i 

Criminal Alien Pioarani 

CAP 

Deportation CifficeiA^sLtam/Cleik 

DO.SDDO 

Baud Control Spec. 


; fiuinigratioii Enforcement : : : 

IEA 

Field District Office 

FOI « Washington DCi DRO WAS) 

: Admin Program Office : : : 


Xoit-Detainad or Detained T' 


PiocesAna Center : 

OC-Otero Count-: '■ 

; Detention Facility name y 

ie .. . Cray Meta, Krome ; 

: Fugitive Ons 

To 


Finished searching for: 

DRO 

Total instances found: 


F: OPLA/DRO/SAC) CIS - Used for all c 
•h the drop down box to: select tine offic 

as DRO-DEN. Office- Section Acronyrr 
DET. DRO, DD8.P Criminal Alien, Progi 
DRD-WAS) Admin Program Office Nc 
yj action drop down menu. FIPS will au 
•/: on drop-down menu titled "Referred 
A the drop-down menu for "Category.’ 


:V :•>; 8.50 x 11.C3 r :<x : :o 


h this PD F in. r '.c-ioy 


Bor s. wpjfi ki jhs szskwA #>'. 


121 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2932 



12.1.1.11 Generate the file request 


Go to the “Tasks” tab and click on “Create File Request.” 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. 
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12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.1.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
(Check Out).” 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 



130 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2941 


Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.1.1.15 Save changes and check it back in 
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After this, send the case to “Pend.” 


12.1.2 Two or more A-numbers 

Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 

“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S: -Record ()ps\Fi/es 
to Comolidate . xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-fdes/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Staj^ngSc for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON : FOIA.HBGfi]ejequest. Do not request DIG T-files at HBG with RPC codes XX, XY, 
ZG, ZY , o r ZZ . Refer to the Staffing Sheet Guide for the most current information. 


12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF ACS/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T-files. 
MSB will know the file is digitized because you have staffed using an RDF file request. This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 


136 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2947 


$* &‘<i. ?<rt\< ttfKyA VfffefeV* . * iyf <»&V jfttt&Kg 

AfcfiSS <-.v. \-, y< .,i .»■ ;&>>*;: : 

V>^y:x»^ % ZX<<S<W<1< v. :>W«: 

: & • : - l : ) : : : fc' I) - : : : : : : .& • • ; •'• ' ■:'■ 

■ : : : *'s»A< • : ■«: * >5 : 


imm. 


:m'.. 






M»1 >> Ss fc $ ■. 

: : :■>?.'. te-zkox ■'■ ■■■’■ ■■''■ av! 

;• .• • :• .-■ . - .; . 

i «*>A SxJxx-t. v * * ? <•*.:•*: i ' >7 <$ fr y\< 


gllMSifM 

lllll 






V>X* : V* -. *:Y< &K»* . *': *&&£?& : 






«m mux* vnm * $ ?. ••; $ $ >'•* 

: ::’ : :%:x>N 

. : 4v.Nl#4;&>': 

Atttfcl £>><*7 ** : \ 

*A<& kt:*kv>: '■ '■ 

: : :X; : :<;Xv 


:$>'x : A: AG: :•: : f x: : x :?:•: : >>: ^ rW 




In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 
NRC.” 


12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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II) Done tM Local intranet 


A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED IND:” 
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If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 


<3 £dit Session Transfer program cohorts ^indbw fcleip 
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COMMAND: 

M: 0917 


NAME: 


IMMIGRATION RND NATURALIZATION SERVICE 
CIS - FILE TRANSFER DISPLAY (FID) 

. GLORIA 


03 / 30/65 
69 : 15:36 


DOB: 04OS19 


PREVIOUS FCO 
CURRENT FCO 
REQUEST FCO 


NRC 

SND 

SND 


FILE LOCATED IND: N (NOT FOUND) 


& 


DATE FTR 
DATE FTI 
DATE FTC 


04122002 (HMDDYYYY) 

04152002 

04162002 


PERSON/ ACTION : CHU/BP 


FCO CREATING SUB FILE: 
SUB FILE CREATION IND: 


ACCESSION NUMBER: 0000 
INS BOX NUMBER : 


REQUEST NUMBER 
2ND REQUEST DATE 
3RD REQUEST DATE 


YOU HAY REQUEST A DISPLAY OF ANOTHER fl-FILE BY KEYING A DIFFERENT A NUMBER. 
CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 

3270 




When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: file request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 
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(b) (6) Alien Number I fubject: Gloria Diaz Hernandez 
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The attached F 01 A/P A request is forwarded to your office for action. As a result of the attached system search, we 
request that you conduct a circular / special / lost file search for the subject records. 

Please certify by your signature and date that the lost / missing / not found record has been placed on the circular / 
special / lost file search list and its location is actively being sought or that the file has been found This file: 

is on the circular / special / lost file search list, 

_ is attached 
could not be located 


Printed Name 
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Generate the acknowledgement letter. 
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FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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Dear Dennis T office 
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We received yoiu request for information relating to Glenn Diaz Hernandez on December 06, 2010 

Yam request is being handled under the provisions of the Freedom of Lifoi motion Act (5 U.S.C J 552) 

It has been assigned the following control number NRC21U0000S0S. Please cite tliis number in all future 
ton respondent about your request. 

We respond to requests oil a fiist-in, first- out basis and on a multi-track system Your lequest has been 
placed in the complex track (Track 2t You may wish to narrow youi request to a specific document m 
oi dei to be eligible for the faster track. To do so, please send a written request, identifying the specific 
document sought, to the address above. We will notify you if your request is placed m the simple tr ack. 

Li accoi dance with Department of Homeland Security Regulations [6 C.FR. § 5.3(c)), yom' request is 
deemed to constitute an agreement to pay any fees that maybe chargeable up to $25 ,00. Fees may be 
char ged for searching foi records sought at the respective clerical, professional, amfoi managerial rates of 
$4 .00; $7 00 .'$10. 2 5 per quarter horn . and for duplication of copies at the rate of $.10 per copy. The first 
10(1 copies and two hours of scotch time are not charged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees. Most requests do not require any 
fees; however, if fees in excess of $25,00 are required, we will notify you beforehand. 

Tins office will be providing vour records on a Compact Disc (CD) for use on vour personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto papei Only records 15 pages or more are eligible for CD printing To request yom 
responsive records on paper, please include your control number and write to the above address Attention 
FOIA/PA Officei , or fax them to (816) 350-5785. 

Eased on the information you provided m your request, we conducted a search of our records locator 
index system. Tins initial search indicated that the requested record is lost or missing As a result, we 
have asked the Records office to initiate a lost missing file search Tills process takes an unknown amount 
of time, therefore, we request your mid ei standing and patience. Once the file is found, we will process 
and provide it to you. If the file cannot be found, we will notify you of our findings. 

USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to yoiu request, please ensure any Social Security Numbers on 
the documents are blanked out or removed 
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When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 

12. 7.3 Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 
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12.7.3.1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12.7.3.9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
RNACS, 

c. and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: A- 
file has been lost for more than 9 months and no other records 
exist. Closing as UT. Detail all systems searched as part of this 
Discussion. 

12.7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Otherwise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” create a 
Discussion with the subject “Unit Chief’ listing the date the file was staffed, the date the 
request was cancelled, and the date the file status was changed to lost. Send the case to 
Unit Chief. You’re done. 

12.7.3.4 If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” 
please move to the next step now. Otherwise, if there is a 9101 screen containing “EARM- 
X” “DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

12.7.3.5 Create a Final Action Letter and select the status UT. In the final action 
letter, after the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including screen prints 
of the electronic record.” Go to the next step. 

12.7.3.6 In the UT final action letter, attach the screen prints to the letter 
electronically (cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to Up-front Approver. You’re done, unless the case is later 
returned to you for further research. 

12.7.3.7 The Up-front Approver will review the UT letter with the inserted screen 
prints. If he or she is satisfied that a thorough search was conducted, the approver will 
forward the case to FOIA Approver. If the approver is not satisfied with the search results, 
he or she will return it to you for further research. 

12.7.3 .8 The FOIA Approver will review the research and either close the case or 
return it for further action. If the case is approved, the FOIA Approver will close the case. 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
.i.0.c!uding.NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for 
the following additional files: XXXXXXX, XXXXXXX, XXXXXXX. 
Once they are received, please review. Please also verify that the 
original a-file is still lost. If the original a-file has been consolidated in 
fact but not in the systems, please process and send your case to 
approver. Also send an e-mail to the MSB for resolution. Include both 
a-numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a-file is 
lost. Your case will close as a PD even if no redactions are made. 
Thank you. 


12.7.3. 10 Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. Any T-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.7.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

Q: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 


12.7.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. It is important that you provide as 
much information as possible on the Records Indexing file request. The name of the 
subject, year of birth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 
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Naturalization dates 


which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NO RECORDS. 


TO RECAP: If the subject has had no business with the service since 1975 or earlier, 
they may or may not have a CIS record. If they do not, then staff to records indexing. If 
the subject has had business from 1976 forward, do not staff to records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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(M File Edit Session Transfer Program Options Window Help 
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I MMI CRATf ON AMD NATU RAL I Z ATI ON SERVI CE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


- ifflX: 


04/09/08 
09 07: 01 


A#: UGOOOOOOO NAME: 
(911 ID #: 


DOB: 09000000 


j A/AA/ AB/C/DA/DL/FB/FP/I /PP/S5/TD.) 
[32| SOUNDS- LIKE NAME 
133! EXACT NAME 
(04! AKA [All AS] NAME 
1 35! LAPS EXACT NAME 
( 56! SOUNDS- LIKE NAME II TH DOB 

Ml! MANUAL SEARCH REQUEST (MR! 

[12! MANUAL SEARCH RESPONSE (SRI 

(15j ON-LINE A- NUMBER REPORT REQUEST 


OTHER MENU SELECTI ONS 
|92| DATA DISPLAY MENU 
1 93! ADD TRANSACT! QNS MENU 
( 94| RECORD MAI NT E NANCE MENU 
1 95! FI IE TRANSFER SUBSYSTEM 


SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID i j EC, AT 23456789!. 


CLEAR EXIT PFS HELP PF S CIS 


NUM OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary /applicant (3) AND as petitioner 
(6). ^ 
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iM Hie Edit Session. Transfer Program Options Window Help 
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SELECT AND COMPLETE ONE LINE 

1. RECEIPT NO,: | 

! SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 

2 USER ID: DATE: I MMDDCCYYj 


3. BENEFt Cl ARY/ APPLICANT 
NAME ( LAST) : 

BI RTH DATE: 

4. A NUMBER: A 

5. REFERENCE NO. : 

6. PETITIONER 
NAME MAST) : 


| MMDDCCYYI 


(FIRST): 


(FIRST): 


FFE PF8 PE TO PFI1 PF 12 

N MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD IT RCPT 


NUH OVR 


When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR, 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 


12.7.7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.7.8 ICE files 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 
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Office Section 

Acronvm 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
R DF for scanning. Those offices eithe r scan directly into FIPS for us or w e ex p ort the A- 
file from .EDMS. Therefore, if the A-file is at one of the above service centers and there 
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is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 
MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


12.7.12 Receipt files 


(b)(6) 


12.7.12.1 Do not request receipt fdes from any offices other than one of the five Service 
Centers (VSCfFAC. SSC/SRC. WSC/WAC. MSCVNBC o r NSC/LIN). For example, 

I etc., are not receipt files we 


12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 


If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
the box “Responsive Records” and take to person designated to scan RAFACS- 
only responsive records. Pend the case. 
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12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


12.7.13 Archived receipts 


: ^ File Edit Session Transfer Program Options Window Help 
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RECEIPT NUMBER tfACv/'J ... 


HAS BEEN ARCHIVED 


TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT r Y f BELOW 


GENERATE REPORT - (Y)ES OR (N)0: 


: : : : : : {., : : : : : : 


HUM O’vR 






This screenshot shows a receipt that has been archived. 


If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to request the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the U SCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
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evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 

3. You may call the NVC automated help line at 603 - 334-0700 and enter 
the receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt files; 
Lost receipt file, File destroyed or File cannot locate. . 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDJ” or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes , call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 


12.7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS (not RAF ACS/CIS) staffing slot only. The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 


FIPS 

vv ,0 Training huM 06 

Work Queries 

Actions 


; Processing; Fee Information 
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NRC v i N RC2 0 1 000665 SRE Q 

Status 

Request Case Creator ml porter 

Re< 

BLR Scanned 

Created 

Perfected Final Action 

8? ill./ 

P ll-ca-s::} 

CLP 11/05/2010 

CUT • 




DLS r 

GP!V , S Porter 

jta joumaf-Constrtution 
HQb pe rim eter Center Pa rfcvvav 

|ta QA 30303 

Select tn 
office 

e correct 

Shbjefct 

First 

Middle: 



A-N Limber: 

Topic; h- iB- visas, fifed by Outsource Georgia, Inc., 2008 to present 


After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on “Reassign Office” 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC. FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER ” Please refer to REQUESTS: Return 
of ori g inal d oc uments. 


Processing 


Fee Information- 


Final Atfldri Letter 


;i DP. Duplicate 
:j ER : Crested in Error 
A: FC: Requestors failure to comply 
:i FI .: Requestor's failure tc ID records 


applicable -certified copy 
: J NR ' No n- p-c 5S a 5S to n of records 
Of?.: Old records 

j: ED: Redirected to another agency 
i|RF: Referred to a DHS Component 
UT: Unable tc locate records 
|:ji VYD; Request withdrawn 


'Jifeasoiisixi 


Final Action Dependent Options 

Records Needed 

. ; Insert Clerk, or Courts/Nstionaf Archives paragraph 
: Insert woman married to U,S, citizens paragraph 


SiiL /■ 

■■Hon FOIA Offices 
/Privacy Act Amendment Request 
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Service Centers ... 
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ilwCF M- 
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[ Subniit : \ Reset i [ Cancel i 


You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 


Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


16. EC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Letter s\Fai lure to 
Comply_Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated letter. 
Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 


We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Contents Discussions 



•Case Actions 



— S-Br'Ch "F Of" DupfiCabS-' f w35'2S 


Create Additional Cases 

Not Started 

Create rile Request 


: a d.nc w fade em ent L ette r : 

Not Started 

Fins! Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 


Records Letter j j Case Processor ‘j ; Case Approver : Unit Cftief j; 'dp^ont Kp^roye-r j : Pend i | Reassign Office 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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ipCase360Home 


FIPS v7,u Training build u6 v work Queries 

Processing Fee ImFcrmsticn 


v Actions 


Fee Estimate ; i U] Other Requester Documentation 

Prepayment Required j 


ill] Advance Payment Returned 
!:■] Add Lost File Paragraph 
E\ Add Track 3 Denial Paragraph 


:Wo options found, 

[ Generate Latter i | /Cancel j 


Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 

ivf \ $ Case360. Home 

FIPS v7,0 Training build 06 v work Queries Actions Standalone Search 

Processing Fee Information 

Successfully generated letter Acknowiedgement Letter-FOIA. 

Click on OK to continue, 

H 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 


19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 


20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 


166 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


2977 



FTPS v?; 0 irmim m 


VVcffc vX?si%> 




m 


l yS f ^ 


S£cit£J5 : XnXX 

Coo. rol nmtm cc ,-, ; - m ; 3534 i 
RS^yesl ^k&ib&rj 
Cf£S£&i1 #ffesW 

R$\3v! : ££l£:‘ L$St N^bftb 

ifet. &£&$ f 

i ft&se i 

Si&jsct LasfcT&^l 



Sublet H&j<8s 

A-jNurnbciii 

Topic; 


1 . Enter the case number you 
are attaching the document to. 


2. Click Submit 


Submit . 


Cx>ii\xi>\ Mwnh-Xf #.v<iu**A\>r A last first Mkkitv Tbpk 

last first tow? N<>m« 

Name Hmm 

H- l8.V&a$- fitedf by OutSPurco^oc i 


||i C0W^;WJ034l Pstor Rhsa 
) y lust. Paidng Docjmenb- for th& Case| 


3. Click List Pending Documents icon 




X:X: : : 


j Dacy^^rtypt? Seg. Slatas Respite Ubs$ a-Nttwbtsr Created Modltoi Titae 

it.* m(?} foured $ of 0; 


| A^ 05 <wif^ | 4. Click Add Document to create a new CSD slot. 


| Csnvsrt ts fteciusst | Octets. )j Asirasrastrater j G^wsnngrt: 


fiOp://&2sp£or:c;>2:7ddi/3or«f3/Qt!tfy?c^~m&raraew5qr^f^^ 


167 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 


Updated on 5/31/2011 



21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned). If the fax needs to be scanned in before reviewing, the FOIA/PA Assistants can 
scan it in and notify you. They may also deliver the fax or mail if needed. 


22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 
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23.1 THE OA ROOM (NRC, FOIAOA) 

\rVYVVV¥V¥¥VVVV¥¥¥&V¥VVV¥V¥¥V¥VVV¥V¥¥VVVVV¥¥Y¥V¥V).X 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• The requester has either has a changed or new address; therefore, the records need to be 
re-printed and re-mailed to the requester. You need to state in your instructions to the 
OA room that you’ve made the changes to the address in the final action letter. Correct 
the address on the final action letter and the FIPS database. State that you’ve changed the 
address in a Discussion. 

Don’t forget to add a Discussion to the original case. 

23.2 MSB ( NRC, NRCFOIAMSB ) 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 

of the case, and specific instructions relating to the case. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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If responsive records need to be copied from one case to another 




• If records are incorrectly scanned in a case and need to be removed 

All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 


23.4 FOIA FILE REQUEST 



Send e-mails to FOIA File Request if you discover A file sitting on a shelf and it has not been 
scanned in to the case. Include the control number and the A-number in these e-mails. 


24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


25. MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


25.1 RETURNED MAIL: 

25. 1. 1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 
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Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on the 
“IT to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1 . Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 
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25. 1.3 Final Action Letters 


Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 
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a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 


25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of KOI A/PA Request) 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 

• Correspondence about delinquent payments (including checks) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 
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Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the MSB supervisor. A supervisor must review the correspondence 
and make a determination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 


25.2.2 Requester documentation /additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
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requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LIBRARY\Case Create References\Template Letters\FC Letter. 


25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
( ww w.u sci s .gov) . 

From www.uscis.gov , find the link near the bottom of the left column under “Other 
Services” marked “FOIA Reque st Statu s C h eck.” Click there to navigate to the online 
status check page. 

The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 
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If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 

If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the “Q” button. Change the information on the 
letter that shows the status of the case, replacing it with the results from the online status 
check before you close and save. Use the latest Status Letter from 
O:\Foia\FOIAJJBRARYCasejCyeate_References\Case_Create_Template_Letters. 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 
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26. BLANK TAPES/CD’s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 


28. CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 


29. INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 

1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 
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4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 

31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 


32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 

• Requester docs have been received 

• Requester writes to request the record on paper 
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• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. 1 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.2 Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action on 
the case. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests and re-staffing due to age affects the 
aging reports and makes it impossible to track these pending cases properly. Please continue 
to repend these cases as necessary. 

32.5 If the A file has been scanned in and we are waiting on a T-file, review T-file staffmgs in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send the 
case to the processor. 

32.6 If the A-file has been scanned in, but there is an open pending slot for a T-file: Review 
“T” file history in NFTS. If the “T” file has been consolidated /combined with the A-file, 
check the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 

32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32.7.1 Check all offices for duplicate cases in FIPS using the alien number. 

32.7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 
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32.7.3 If you find a duplicate case, make a Discussion and advise NRC, FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other documentation box. 
Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References\Case Create Template Letters\Requester 
Docs Attachment). Check the boxes required and pend the case for Requester Documentation. 
If the processor is asking for information that is already present in the scanned documents, put 
in a Discussion asking for clarification on what the processor is requesting. You may also 
have to point them to the slot where the information is currently contained. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PII provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create Template 
Letters\Failure to Comply Letter. Send the case to approver when you are finished. 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply letter- 
Consent. The template is located at: O:\FOIA\FOIA Library\Case Create References\Case 
Create Template Letter s\Fai lure to Comply Letter. Send the case to approver when you are 
finished. 

32.13 If a request for consent is returned but the requester says he or she is a third party 
requester (they have no relationship to the subject of the record and cannot or will not get 
consent), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 

32. 14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request the correct file. You must 
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then send an e-mail to FIPS Problem mailbox and ask that the wrong records be removed. 
Clicking the link above will automatically send a copy to the FOIA Program mailbox. 

32.14.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there are 
two cases for the requester. If not, you will need to correct the one that exists to become a 
request for the beneficiary’s information. Locate the correct records and re-staff. 

32.14.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible that the 
scanning contractor has scanned the wrong file into this case. Here are the steps to follow if 
you believe this may have happened: 

32. 14.3 . 1 Look for a pending case for the records that were scanned into 
your case. 

32. 14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32. 14.3.3 If they have not, you’ll need to have the records moved from 
your case over to the correct case. You will have to have the slots in your 
case re-set to pending by the N RC, F IPS Problem mailbox. Clicking on 
the link will automatically send a copy to the NRC FOIA Program 
mailbox. 

32. 14.3.4 If the pending case already has records scanned in, review those 
records. 

32. 14.3.4. 1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 

32. 14.3 .4.2 If they are duplicates, then you do not have to do 
anything with that case. 

32. 14.3 .4.3 You will need to have the wrong records removed 
from the staffing response and responsive records slots in your 
case. Send an e-mail to the NRC, FIPS Problem mailbox. Clicking 
on the link will automatically send a copy to the NRC FOIA 
Program mailbox. 

32. 14.3 .5 If you pull a case in Records Locator queue and there is a 

Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 
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32.14.3.5.1 The request must be over six months old before we 
send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 


32. 14.3.5.2 If the interim interest letter is returned saying the 
subject is no longer in custody and we do not have another address 
for the subject, you can close the case FC. Do not close out the 
case FC without the returned mail. 


32.14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 


32.14.3.6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32. 14.3.6. 1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose “RD” and select “NVC” 
from the drop-down box. Save the document and check it in. 
Send the case to Up-front Approver. 


32. 14.3.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to . 
or File cannot locate. 


32.14.3.6.3 If the receipt file has been rejected by the service, 
there are no records to retrieve. Close out as No Record, with an 
explanation of rejected receipt files. 


33. REPENDING IN RECORDS LOCATOR QUEUE 


33. 1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
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However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the fde has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF AC S/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 


33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the NRC case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffmgs for files, then 
e-mail NRC, FOIAFILEREQ to research and to have the file scanned in if necessary. 


34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34. 1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 

34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 
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34.3 The requester has a Track 2 case and provides the required documentation to change 
their request to a Track 3. Prepare a status letter and advise the requester that their case is 
now in Track 3. 


When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. 


35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC. FIPSPROBLEM mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 

- The number of pages scanned in. 

Send the case to Unit Chief/Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 

Lost File. 


36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 

Cases received in Records Locator queue that need acknowledgement letters must be re-assigned 
to a Troubleshooter in the Case Create role. Please contact a supervisor with the NRC Control 
Number and ask that the case be re-assigned to you in the Case Create role. 
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37. RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 


39. IN TRANSIT FILES 

If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 

40. MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 


41. MSB DIRECTED PROJECTS 

Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 
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Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIAFax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786, 5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www.uscis.gov 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee’s Summit, MO 64064-2139 


189 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 5/31/2011 


3000 



APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Cuidad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 
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LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL- Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 
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SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI- Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV-Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 


.WW : USC]S,£0V 

Title 


Alien's Change of Address Card 
Genealogy Index Search Request 
GenealoqvRecordsRequest 

Notice of Entry of Appearance as Attorney or Representative 
Bjograph|_c Information 
Biographic Information 
Bjo.qraphiclnfor^ 


Fr.ggdpm.olJnformatio 

Verification Request (Non-SAVE agencies) 

Dpcument^yerjfica^ 

Document Verification Req uest (SAVE Agencies) 

Return of Original Documents 

Application for Replacement/lnitial Nonimmigrant Arrival-Departure Document 
Petition for a Nonimmigrant Worker 
Petition for Alien Fiance(e) 

Nonimmigrant Petition Based on Blanket L Petition 


Form Number 

AR-11 

AR-11SR 

G-1041 

G-1041A 

G-28 

G-325 

G-325A 

G-325B 

G-325C 

G-639 

G-845 

G-845 Supplement 
G-845S 
G-884 
1-102 
1-129 
I-129F 
I-129S 
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Title 


Form Number 


PgMQDJPI AHen .Relativ e 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Ap.pJicatign.for Advance Permission Jo. Return to.Unre|in^^ 

Application for Advance Permission to Enter as a Non-Immigrant 
Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppJIcationforR 

Notice of Appeal or Motion 
PPiiiiQPJPr.Amerasian^Wid 

Affidavit of Financial S up port and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Bluest toJEjtfqrc^ JjlnanHCiaU^^ 

forP.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


1-130 

1-131 

1-134 

1-140 

1-191 

1-192 

1-193 

1-212 

1-243 

I-290B 

1-360 

1-361 

1-363 

1-485 

1-485 Supplement A 
1-485 Supplement C 
1-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
IN A) 

Waiver of Rights, Priveleges, Exemptions, and Immunities I-508F 
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Title 


Form Number 




Application To Extend/Change Nonimmigrant Status 


For .persons '.seeking ,y,nonimMgfAQt. status Vyh 
status. 


Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
or Change/Adjustment to/from A, G or NATO Status 


Application for Asylum and Withholding of Removal 


Petition to Classify Orphan as anjmmediate,^ 


Application for Advance Processing of Orphan Petition 


Application for Waiver of Ground of Inadmissibility 


Application By Refugee For Waiver of Grounds of Excludability 


Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
thejmmigration andj^ation^ 


Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 


Application for Status as a Temporary Resident Under Section 245A of the Immigration 


Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 21 0 of the 
Immigration and Nationality Act 


Report of Medical Examination and Vaccination Record 


Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
Natjonality Act 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245A of Public Law 99-603) 




1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 

1-698 

1-730 
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Title 


Form Number 


PgjMQP-AQ-Rg™ 

Application for Employment Authorization 
Application for ; Replacement of N 

Petition to Classify Convention Adoptee as an Immediate Relative 

AppJicatipnjor.Detejmmatjpn.pf 

Application for Family Unity Benefits 

Application for Temporary Protected Status 

Application for Action on an Approved Application or Petition 

Petition by Entrepreneur to Remove Conditions 

Inter-Agency Alien Witness and Informant Record 

Affidavit of Support Under Section 21 3A of the Act 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

PovMy-Q-ljldgjines 

Intending Immigrant's Affidavit of Support Exemption 
Sponsors Notjce i.olChange_pf_Add 


(Pursuant to Section 203 of Public Law 105-100 (NACARA)) 

Employment Eligibility Verification 

Application to Replace Permanent Resident Card 

Application for Authorization to Issue Certification for Health Care Workers 


1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 


1-9 

1-90 

1-905 
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Title 


Form Number 


Request^ 1-907 

Application for T Nonimmigrant Status 1-914 

PgtjtjqnforUN 1-918 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 1-929 

Ap.pJica_tiqntoFjJe__D N-300 


Request fo r a Hearing on a Decision in Naturalization Proceedin g s (Under Section 336 N-336 

of the INA) ’ - — 


MonthlyReportNa N-4 

Application for Naturalization N-400 

ReguestforCertjfjc^^ N-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJicatjon.for.RepJacement.NaJura N-565 

Application for Certificate of Citizenship N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

A DDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 
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BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 
BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 
BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 
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CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 
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DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 
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EEV 


Employment Eligibility Verification 


EFOIA Electronic Freedom of Information Act (initiative) 

ENFORCE Enforcement Case Tracking System 
EOIR Executive Office of Immigration Review 

eOPF Electronic Official Personnel Folder (eOPF) 

EPA Environmental Protection Agency 

ERO Eastern Regional Office 

ESC Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI F ederal Bureau of Investigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 
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FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOI A Freedom of Informati on Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 
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GPO 


Government Printing Office 


GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 
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I-485B 

1-539 

1-551 

1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

IBF 

IBIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 


NACARA Supplement to Form 1-485 Instructions 
Application to Extend/Change Nonimmigrant Status 
Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 
Immigration Card Facility 
Information and Customer Service 
Integrated Digitization Document Management Program 
Automated Biometric Identification System 
Identity Management System 
Individual Development Plan 
Immigration Examiner 
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II 


Immigration Inspector 


IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

IJ Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 
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KST 

Known Suspected Terrorist 

LAPR 

Lawfully Admitted Permanent Resident 

LAPS 

Legalization Application Processing System 

LEAD 

Leadership Education and Development 

LES 

Law Enforcement Sensitive 

LESC 

Law Enforcement Support Center 

LIFE 

Legal Immigration Family Equity (Act) 

LIN 

Northern Service Center (Lincoln, NE) 

LOU 

Limited Official Use 

LPR 

Lawful Permanent Resident 

LULAC 

League of United Latin American Citizens 

MFAS 

Marriage Fraud Amendment System 

MOA 

Memorandum of Agreement 

MOU 

Memorandum of Understanding 

N-300 

Application to File Declaration of Intention 

N-400 

Application for Naturalization 

N-565 

Application for Replacement of Naturalization/Citizenship Document 

N-600 

Application for Certification of Citizenship 

NACARA 

Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS 

Naturalization Application Casework System 

NAILS 

National Automated Immigration Lookout System 

NBC 

National Benefits Center 
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NCIC 


National Crime Information Center 


NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Proj ect 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 
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PC 


Peace Corps 


PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 

RAPS Refugee, Asylum and Parole System 

RAVU Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 
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STAR 

System for Time and Attendance Reporting 

TAC 

Third Agency Checks 

TAP 

Tuition Assistance Program 

TCDD 

Training and Career Development Division 

TECS 

Treasury Enforcement Communication System 

TPO 

Transformation Program Offices 

TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 
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USMC 


United States Marine Corps 
USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

VD Voluntary Departure 

VIS Verification Information System 

VTVPA Victims of Trafficking and Violence Protection Act of 2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

WSC Western Service Center (same as California Service Center) 

WTC Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department. Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing by any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System 1FIPSI - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis. go v/ p ortal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 55 i 


u 


• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


jTraek *L£. 




Track history 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create How Chart for All my records. 
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APPENDIX I: ALIEN NUMBER ASSIGNMENT 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=t> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? The Chief of FOIA/PA Operations 
and your Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office 
Automation personnel accomplish their missions. Through the Chief of Operations, Supervisors 
submit a new rule or procedure to the Chief FOIA/PA Program Officer. At the direction of the 
Chief Program Officer, Program Office may immediately amend the guide, or they may seek 
clarification from Office of Chief Counsel. After consultation, Program Office will either amend 
the Guide or propose a modified rule to Chief of FOIA/PA Operations. Major re-writes or 
revisions of the guide are subject to the final approval of the USCIS FOIA Officer. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet page. 

When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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Record of Revision 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the FOIA/PA Assistant's 
Guide has been changed (changed portion is underlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. N o consent is necessary from 
the minor child or the. person judicially, determi^ 

p a r e n t / g ua r d i an must provid e h is or h e r ow n v e r i fica t i o n o f i de n tity th a t i s notar i ze d or 
signed .under penalty, of peijuiyJ.6.C,F,^ The case processor will have to 

request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant's Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS . Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant's Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files. including T-Files, wherever they may be, 
includingJ^C) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13, 2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows ( added 
portion underlined deleted portion stricken through) : 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a P^\FAGS («of/^4Ay4GA / G/^ staffmg'Slot only. G!'iok on 
“Customize Letter" Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
responsive records for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to scan PvAF AGS - 
only responsi ve records. Pend the ease prepare a Final Action Letter with closing code 
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NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through) : 


12.7.12 Receipt files 


12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
(b)(6) Centers (ESC/EAC, S SC/SRC, WSC/WAC, MSC/NBC o r NSC/LIN). For example, 

etc., are not receipt files we 


can icquesi. 


12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
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the box “Responsive Records” and take to person designated to scan RAFACS- 
onlv responsive records. Pend the case. 


12;-7;12'i4-lfther&'iS'noi»format?Qnabeut-ther'eeeiptfilei'PrWTS ; 'regardlesS'Ofthe 


rsroS, i.v. . ACiKo- t-a/~*eu rvf . r\i imfx or ... xl A ofa CC/bcv . +L o . r\v\m or of fLo rao^int . ft lo . art A . r> or hex m 

piviiA ui liiv iwvipt numavi, y \ j\-i onuuiu Jiaii tu mv uvvuvi v/x uiv lvvupi mv unu paotv 111 


theGLAtJvlSsereen.ThisiafaraiationeanbelQeatedontheGLi^IMSiriquirysereeri 
upper right haBd eomeFv The GLAMS screen will show ‘‘owned by .” 


New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


May 27, 2011 


Paragraph 6. 3.4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 
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d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

As it used to read: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request. Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). F or r ece ipt fi les a t HBG , u se t h e 
NON-FO IA HBG file re q uest. Do not request DIG T-files at HBG with RPC code s XX, XY , 
Z G, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most current information. 


June 10, 2011 

The wording of paragraph 28 of the FOIA/PA Assistant’s Guide has been changed as follows: 


Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 


All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 
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Here is the new paragraph: 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. of 
this section, however, if you feel that you have a true congressional request or appeal, control the 
case, put the case in Unit Chief, and e-mail your supervisor the control number. A supervisor 
will either send the case to SIG or return the case to you for staffing. 


b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


July 8, 2011 


A new flow chart for Lost File procedure has been added to APPENDIX Hi 
CASE CREATE FLOW CHARTS in the FOIA/PA Assistant’s Guide. 


Additionally, in paragraphs 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 

12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 


Paragraph 6. 1 . 1 . 10 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Old version: 

6.1.1.10 If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester in Section 2, 
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“ Requester Information .” Do not use the address on the envelope or letterhead. 

New version: 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of the 
requester in Section 2, “ Requester Information ” Do not use the address on the envelope, or 
Form G-28 or letterhead unless the requester did not use Form G-639 or unless Section 2 of 
Form G-639 is illegible. If the address on the G-639 is a foreign consulate office, or is a 
congressional office, you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you can find no other address, insert a case note and send the 
case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at the 
right side of Form G-639. 


The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the FOIA/PA 
Assistant’s Guide: (old text lined through, new text in red) 

This does not include instances in which the requester has faxed the request and then mailed 
it. If you open a case and find that the exact same request has very recently been created, 
chances are that you have opened the mailed copy which followed a few days after the fax. 
Clos e this cas e as ER (cr e at e d in e rror). Do not create such a case. Click “Send to 
Research.” That case will go and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar 
case, your search will be complete. If the requester did not provide an alien number, you 
may search by the subject’s last name and first name, or even by the requester’s last name 
and first name. You may use a percent sign (%) as a wild-card for these searches. For 
example, if the requester’s name is Jaime Vazquez, but you see he also has spelled his name 
Vasquez - you can search by Subject Last Name “Va%” and Subject First Name “Jaime.” 

Further on within paragraph 6.4, in the examples, there are two more changes: 

Cr e at e a Final Action L e tt e r and s e l e ct final action cod e ER: Cr e at e d in Error. Aft e r this, 
s e nd th e cas e to Up front Approv e r Do not click “Create Case.” Click “Send to Research.” 
You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
“Similar Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Inst e ad, clos e this cas e as ER (cr e at e d in e rror ) Do not 
click “Create Case.” Click “Send to Research.” 


August 30, 2011 

We have added a new paragraph 8.23 to the FOIA/PA Assistant’s Guide, as follows: 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. It is likely that the adoption never happened. If that is the 
case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 


September 16, 2011 


The following new bullet has been added to sub-paragraph 12. 1 . 1 .6, “Blued-in information”: 
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Comments may be important because a File Control Office may not be able to change a file 
location to “LOST” in NFTS. When that happens, the records person at the FCO will notate 
in Comments that the file is lost. If that is the situation, please refer to the Lost File Flowchart 
in Appendix H of this guide. 


October 24, 2011 

We have added a sentence to Paragraph 8.21, as follows, (added material in red): 

NFTS may show that the file has been retired and is at a Federal Records Center. If that is the 
case, request the file. 


Paragraph 32.12 is no longer valid because creators now Up-Front close requests without good 
VOI. The following has been deleted: 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply 
letter-Consent. The template is located at: O:\FOIA\FOIA Library\Case Create 
References\Case Create Template Letters\Failure to Comply Letter. Send the case to 
approver when you are finished. 


We have added a sentence to Paragraph 34, as follows, (added material in red): 

After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy NRC, 
FOIA PROGRAM and your supervisor. The e-mail should include the case number and the 
action you took. 


Paragraph 36 is no longer valid because a person working Records Locator role may now create 
an acknowledgment letter. The following has been deleted: 

36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 

[The following paragraph has been deleted in its entirety] Cases received in Records Locator queue 
that need acknowledgement letters must be re-assigned to a Troubleshooter in the Case Create role. 
Please contact a supervisor with the NRC Control Number and ask that the case be re-assigned to you 
in the Case Create role. 
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Paragraph 6.4, SEARCH FOR DUPLICATE CASES has been changed as follows ( old v e rsion 
in strik e through ) (new version in red): 


Just - b e for e- yon - cr e at e' the cas e . - Before you begin filling in the worksheet, you should look for 
duplicates. 


a new Appendix J: 16 RULES OF CASE CREATE has been added to the 

FOIA/PA Assistant ’s Guide 
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1. THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 


2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 


3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4 . 

Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 
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stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.2 Tele View Main Menu 
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The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 
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xyjd.ws... 


PF5 CIS CURRENT NEWS 


7:50 AM 


This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5. 1 . 4 CIS Main Menu 





CIMMEN 
COMMAND : 


m 

m 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


(91) SEARCH THE DATA BASE 


m 


X; 

-igjxj 


10 / 13/05 

09 : 56:36 


(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 


(94) RECORD MAINTENANCE 


(95) A-FILE TRANSFER SUBSYSTEM 


-- SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 


CLEAR EXIT 


PF5 HELP 


tcftboa ird:: 




This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 
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5.1.4.1 Search Menu Screen 


: Edit ; ; : iSession: : : ]j;ansler : : : ;EFogram : : : gpOons i • iSjniJcw : Help : 
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m 
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m 
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CI USER 
COMMAND : 

fl#: 0O000000O NAME: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - SEARCH MENU 


10/ 13/OS 
10:02:06 

DOB: OOOOOOOO 


(01) ID #: 

(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 

(02) SOUNDS-LIKE NAME (92) DATA DISPLAY MENU 

(03) EXACT NAME (93) ADD TRANSACTIONS MENU 

(04) AKA (ALIAS) NAME (94) RECORD MAINTENANCE MENU 

(05) LAPS EXACT NAME (95) FILE TRANSFER SUBSYSTEM MENU 

(06) SOUNDS-LIKE NAME WITH DOB 

(11) MANUAL SEARCH REOUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUMBER REPORT REOUEST 


f <-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456739) . 

CLEAR EXIT PFS HELP PF6 CIS MAIN HENU 




| Input Form 


.esourceGuide . 


9:02 AM 


From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1.4.2 Search by A-number (9101) 




: Edit ; ; : iSession: : : 3j;ansler : : : ;EFogram : : : gpOons i • iSWc* : Help : 


iiiii 

mtmxi 


iaH? 


m 


/♦an 

§1 


m 


~k 


CIMIDN 

COMMAND: 


IHHIGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ID # SE ARCH /DISPLAY 


10/13/05 

10:02:55 


ID # (A/AA/AB/C/DA) : 

(DL/FB/FP/I/PP/SS/TD) 


LAST: 

FIRST: 



MIDDLE: 

ALIASES: 



SEX: 

POE: 

COB 

FC0 : 

C0A: 

COC 

PFC0 : 

SFC0 : 

DF0 


NATZ DATE 
COURT 
LOCATION 


FATHER: 

MOTHER: 


CONSOLIDATED A NOS 


OTHER INFORMATION-- 


SSN 

1-94 ADM # 
PASSPORT # 
FBI # 
DRIVER LIC 
FINGER CD# 


OVER-KEY ID# TO DISPLAY NEW PERSON, PRESS ENTER. CLEAR EXIT PF1 NEXT CONS A# 
PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF8 HISTORY 

PF9 EAD PF11 EOIR 
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tchboard ; g§| Input F#n ; 


.esGiurceGuide:.: 


3:03 AM 


In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings. In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 


5. 1. 5 Sounds-Like Name Search ( 91 02) 
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: gfe : : ; Edi t : : : iSeSSiOH: : : : Tf afisfer : : : :FfOgraft:l : : : Opt36riS : : ; WntioW : : : Help 



CIHSND 

COMMAND: 


inrilGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE” SEARCH 


fk 


- ai xj 


10/18/05 

10:09:04 


: LOST NAME: 
FIRST NAME: 


(40-CHARS MAX) 
(25-CHARS MAX) 


LAST NAHE HATCH 
FIRST NAHE HATCH 
PREVIEW NAHE 


(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(Y/N) 


EXACT DOB: 
DOB RANGE: 


(HHDDYYYY) 

(DATE RANGE - YYYYR; YYYY-YEAR, R-0-9) 


COB: (S-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (HMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (H/F) 

'LAST NAHE IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE” SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


tehboahd;: 


I) Input Form 


W\ CISResourceGuide ;; j| 


iS"): 9:09 AM 


Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5. 1. 6 Exact Name Search (91 03) 


A 26 a pap p sj p ai pp i 


i|| fiteh Edit : ' i ;Sessten ; ; : Tt ransfei i : ; Program i i ; :6ptilns: i • Wlridew : : :htetp: : 


BSUiBUiE 


CIHEXfl 
COMMAND: I 


jrflD 

l: IS: 


*00 

m 


Ipn 


¥& 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 


12/15/05 

08:44:21 


* LAST NAME: 
* FIRST NAME: 

MIDDLE NAME: 

EXACT DOB: 
DOB RANGE: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(25-CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

(5-CHARACTER COUNTRY CODE) 

(5-CHARACTER COUNTRY CODE) 

(3-CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(3-CHARACTER FILES CONTROL OFFICE CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PFG MAIN MENU PF9 SOUNDS-LIKE SEARCH 


ptonDoc M ||| Mrcdtall on ‘Nrcir. . . W] ClbResourceGuide , 


lillt P : i 7:47 AM ; 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 
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5. 1 . 7 Alias (AKA) Name Search (91 04) 


*XvF^>x*X\\vFX^%<vFXvFFFf: 




H Fite : Edit • • : Session • : Transfer : : Program • : • OpSore • • • Window : • • -Help: • 

m 


m 


M 


CIMAL I 
COHHRND : 


IMMIGRATION RND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ALIAS (AKA) NAME SEARCH 


AKA/NEE LAST NAME: 
AKA/NEE FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-95) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


EXACT DOB: (MMDDYYYY) 

DOB RANGE: (DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

COB: (5 - CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST H SEARCH ON FIRST-NAME-ONLY ALIASES, ON LAST-NAME-ONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONHL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 


CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PFG MAIN MENU 


NllMOVft 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5. 1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 



HUM OVR 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5. 1. 9 Card Search (9222) 



MOTHER’S NAME: EDWINA FATHER’S NAME: ZACHIUS 

CARD PORT OF ENTRY: BAL 

CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 
3278 



The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 
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CIMFTD 

IMMIGRATION AND NATURALIZATION SERVICE 

08/01/06 

COMMAND: SHH 


CIS - FILE TRANSFER DISPLAY < FTD) 

11:33:03 

R#: NRHE 

: TAYLOR 

:::::::::::::::::::: :j 

FRANCIS DOB: «« 

PREVIOUS 

FCO 

BAL 


FCO CREATING SUBFILE: 


CURRENT 

FCO 

NRC 


SUB FILE CREATION IND: 


REQUEST 

FCO 

NRC 




FILE LOCATED 

IND: 

: C (FILE TRANSFER COMPLETE) 


DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 

0000 

DATE 

FTI 

: 61242606 


INS BOX NUMBER: 


DATE 

FTC 

: 02022606 


REQUEST NUMBER: 


PERSON/ACTION: 



2ND REQUEST DATE: 






3RD REQUEST DATE: 


YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- 

NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN 

MENU 
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: MUM OVA; : 







The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 




;|| Jyfe Edit £m«tt Irtms&r Efi>gram. SpBotts grip 



- 1 * 1*1 


IDtlS DC258002 V77 ENTER PASSWORD 

IDUS DC258003 V77 USER NRC0291B SIGNED ON LTERH VTNLT159 RT 08:37:43.64 06.258 
TSS70O0I NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y = J479 IDHS 
TSS70G1I Court t= 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


RUMQV8; 


The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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5.1.12 Tables Menu 



Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 


wm mm mmmm 


File Edit, Session Transfer jji&gram Options Window ijjelp 


m an ifis 


i TBXTBINF 


INS STANDARD TABLES 

DATABASE FACILITY PAGE 09/15/06 



TABLE INFORMATION SCREEN 0001 08:46:07 

I COMMAND ---> 


(SE LFIU, V FIORD , LODRD, VRINF , OR LOINF) | 

SEL ONE 

TABLE ID TABLE TYPE 

TABLE DESCRIPTION 




! Hi ■■■ 



AFAC 


VAL 

CIS /AFAC FCO CODE TABLE 


A IRX 


LOC 

INTERNATIONAL/ MUNICIPAL AIRPORTS 


ASC 


LOC 

APPLICATION SUPPORT CENTERS 


ASIL 


LOC 

ASYLUM INTERVIEW OFFICES 


ASYL 


LOC 

ASYLUM OFFICES 


BPHQ 


LOC 

HEADQUARTERS 


BPHX 


VAL 

BORDER PATROL SECTOR CODES 


BPSH 


LOC 

BORDER PATROL SECTOR HE ADQTRS 


B PS T 


LOC 

BORDER PATROL STATIONS 


BPSX 


VAL 

BORDER PATROL STATION CODES 


CCD I 


VAL 

INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 

PF 2 

PF4 

PF6 PF8 


PGFRWD 

PGBWRD 

PREV SCN 

MENU EXIT 

TB1O0O43 - 

SELECT ONE 

RECORD 

OR TRY OTHER 

FUNCTIONS 
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urn DVR: 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 


34 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3073 


5.1.14 Value Tables Browse Screen 




:||j £il& Edit transfer &>>grm Qpte S#d«w gdp 

Burin M$M iiiisy 


m\mm =a 

■& jig: i£g| H W* 


TBXVfilNF 


INS STANDARD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


PAGE 09/15/06 
0014 08:56:10 


conn AND ---> 
TABLE-ID: ADJX 


IB7 

IBS 
IC6 
IC7 
ID6 
I F 1 
IF2 
IRO 


(SELNU, VADAD, LODAD , TBINF , OR LOINF) 

TABLE DESC : ADJUSTMENT OF STATUS CODES 

VALID CODE TABLE TEXT 

IB7 SLF-PETITIQN CHILD OF USC 

IBS CHILD OF IB6 

IC6 INDOCHINESE REFUGEE 

IC7 SPS/CH INDCHN REF NOT QUA SEC 

ID6 INDOCHINESE PAROLEE 

I F 1 ALIEN REC ADM FOR PER RES CREA 

IF2 NINOR CHILD OF IF1 ALIEN 

IRO PARENT OF U. S. CITIZEN 


R6 

IB 

R6 


SPOUSE OF 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PF6 PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 O0043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
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Read the screen in its entirety for navigation instruction and additional information. 
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5.2.1 Introduction 


The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 Teleview Introduction Screen 



WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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AACCCCCCA 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 
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CAPSNUMOVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 
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5. 2. 3 CLAIMS Selection Screen 
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ENVIRONMENT 

HELP 

EXIT 

MODEL 
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DAL CA-TELEVIEW 
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USERID: NRC72G8A 
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:: J5NRC2AE 



ESCAPE: PA1 

COMMAND ====> 6 




Sesnum 

System 

Application Status 


Remarks / Description 

1 

HELP 

Avai lable 


TeleView Help Facility 

2 

MSG 

Avai lable 


TeleView Message Facility 

3 

NEWS 

Available 


Help & News Menu 

4 

J 4061 DM S 

Available 


RAPS-APSS-EOIR 

5 

J427IDMS 

Available 


FOIA/NACS/STSC/M FAS/RNACS 

IB 

|J479IDM S I 

1 (Available 


(claims 

7 

J427CICS 

Avai lable 


DAL ROPES 

8 

J504CICS 

Available 


WDC ROPES 

9 

J 5371 DM S 

Available 


AR11 

10 

J534IDM S 

Avai lable 


CIS 

11 

J527IDM 2 

Avai lable 


PICS/ADMIN SYSTEM S/DRCS 

P FI = HELP P F 3 = END 

P F 7 = PAGE UP PF8= PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 
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The number selected to access CLAIMS can vary for each computer. 
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5. 2. 4 CLAIMS Function Screen 
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TSS7000I NRC7208A Last-Used 15 Dec 05 08:51 System=02Rl Fact l i ty=TELEVIEW 
TSS7001I Count=08208 Node=Fail Lockt ime=None Name=TIFFANY ROSS 
V9 ENTER NEXT TASK CODE: 


«aa 


Si 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 
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PRESS ENTER TO LOGON OR PF8 TO EXIT 


PF8 

LOGOFF 


HUMOVR 


Press enter from here to get to the logon screen. 


39 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3078 





5. 2. 6 CLAIMS Logon Screen 
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LEGR LI ZfiTI ON NOTICE OF CONFIDENTS LITY 

SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS, 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED IN 
VI I0LATI0N OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 


IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE, 






File Edit session Transfer Program Options Window Help 
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ill MM 


/an 


in! 


FSXMCLMS 


CLAIMS MAINFRAME SYSTEM 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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5. 2. 7 CLAIMS Main Menu Screen 
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FSDLM NU1 CLRIM S MAIN FRAN E SYSTEM 

MAIN MENU 

1. COLLECTION & RECEIPTING - APPLICATIONS 

2. COLLECTION & RECEIPTING - PETITIONS 

3. COLLECTION & RECEIPTING - BONDS 

4. COLLECTION & RECEIPTING - FOIA 

5. COLLECTION & RECEIPTING - PRIVACY ACT 

6. COLLECTION & RECEIPTING - MISCELLANEOUS 


TE PROCESSING 


GENERATE REPORTS 
MAINTAIN SYSTEM FILES 
MANAGEMENT STATUS REPORTS 
CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 
PRINT DELAYED/DUPLICATE APPROVAL NOTICES 
EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 
SCHEDULING/CARD PRODUCTION PROCESSING 
FD258 FINGERPRINT TRACKING INQUIRY 

ENTER SELECTION: 7 

(WELCOME TO THE CLAIMS MAINFRAME SYSTEM, PLEASE MAKE A SELECTION, 

PF8 

LOGOFF 

13270 


12/15/2005 

08:57 

NRC7208A 


HUM OVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5. 2. 8 Inquiry Screen, searching with a Receipt Number 
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CLAIMS MRINFRfiH E SYSTEM 
UPDRTE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


12/15/2005 

08:59 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


USER ID: 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


A NUMBER: A 


REFERENCE NO. 


PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 


NIIMOVR 


On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2 9 Searching CLAIMS using a Name and Date of Birth 


• gle ; T gdit; ; ; Session; ; : ; transfer; ; ; ig^gram; ;; Options; ;;pn^ow ; 


0 


™ la hi 






;ifil§l 

IW. 

m 


m i 

it 



FSXM IM N1 


1. RECEIPT 


2. USER ID: 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 


E ( 
3IRTM 


4. A NUMBER: A 

5. REFERENCE NO. : 

6. PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 















NUM OVR 



You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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(b)(6) 
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RECEIPT 
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FORM 
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REC DATE 
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2. 
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1130 

190.00 
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220.00 
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J 
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9. 




J 
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1130 
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02/09/2007 
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■ OVR : : 


If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
(b)(6) information, type the corresponding number at the bottom of the screen labeled “TYPE IN 

SELECTION.” F or example, if you type “3”, the detailed information relating to receipt number 
| | will be displayed. 
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5.2.10 Searching with the A-Numher 
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FSXM IM N1 


1. RECEIPT 


2. USER ID: 


CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208A 


(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS ONLY) 


(MMDDCCYY) 


3. BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(MMDDCCYY) 


(FIRST) : 


5. REFERENCE NO. 

6. PETITIONER 
NAME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE ACT UPD BY RCPT 
3270 














, : .v. 

.v.-.v. 


.V.V. 

NUM OVR 



You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner ’s Name 
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CLRIH S MAINFRAM E SYSTEM 
UPDATE PROCESSING MENU 

SELECT RND COMPLETE ONE LINE 


02/07/2006 

09:16 

NRC7208R 


1. RECEIPT NO. : 


(SELECTIONS BELOW FOR APPLICATIONS RND PETITIONS ONLY) 


USER ID: 


(MMDDCCYY) 


BENEFICIARY/APPLICANT 
NAME (LAST): 

BIRTH DATE: 


(FIRST) : 


(MMDDCCYY) 


5. REFERENCE NO. 


PETITIONER 


PF3 PF6 PF8 PF10 PF11 

CANCEL MAIN MENU LOGOFF REMOTE ACT UPD BY CODE 
3270 


PF12 

ACT UPD BY RCPT 


NUMOVR 


You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


(b)(7)(e) 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 
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The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: IBS1) 
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(b)(7)(e) 
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NUMOVR 


The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 


receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff. 
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HUM OVR 



By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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NIIMOVR 


On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide 
link below the Warning. 
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5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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6. CREATING THE CASE 
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On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter” and Sequence 2 is usually “Request Supporting Documents.” There will be 
a date and time in the right column. 
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Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6.1 REQUESTER INFORMATION 
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6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 Do not use all capital letters in names. 

6. 1 . 1 .2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1 . 1 .3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 
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6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attomey/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

6. 1 . 1 . 5 Do not hyphenate names. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for a clear copy. 

6. 1.1.7 Add a period after the middle initial. 

6. 1.1. 8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, e nt e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1.1. 9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother’s and father’s last names, if provided. If you 
are unsure, contact a supervisor. 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of 
the requester in Section 2, “ Requester Information .” Never use the address on the 
envelope, or Form G-28 or letterhead unless the requester did not use Form G-639 or 
unless Section 2 of Form G-639 is illegible. If the address on the G-639 is a foreign 
consulate office, or is a congressional office, you may use the address listed on the G-28, 
or other documents in the request, such as an envelope. If you can find no other address, 
insert a case note and send the case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6.1.1.11 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 
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6. 1 . 1 . 12 Do not use special characters, such as “&” and “#” in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), 
=,+, [,], {, }A<, >, or/. 

6. 1 . 1 . 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1.1. 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief. 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6. 1 . 1 . 17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You must 
complete these fields to ensure proper delivery. Before pending this case for any further 
action, please check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 
Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 
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U.S. Virgin Islands 
Wake Island 
Micronesia 


A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 

6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Form. To 
search for an existing requester, click in one of the available fields in the Requester Search Form 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough information, click Search to locate requesters with matching 
information. 



If you get any matches to your search, you will see a screen that looks like this: 
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If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 
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Cancel 


And it will populate the requester information like this: 
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6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 



When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 



6.2 SUBJECT INFORMATION 

After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 
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Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 

Subject Inform ation 


A-Number 

Topic 


First Middle Last 


Melville: 


! ! Crump 


i 




6.2.1 Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

6.2.2 Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject. Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.1 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 
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6 . 2 . 2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

6.2.2.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary’s A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

6 . 2 . 3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 

6 . 2 . 3.2 Enter the receipt number with no dashes or spaces. This format assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffing Sheet Guide for more guidance. 

6 . 3 . 2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


6.3 CASE SPECIFICATIONS 
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6.3.1 Track 



6.3.1.1 Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents. The 
requester may write back later responding that they need the whole file, and a 
FOIA/PA Assistant working in Records Locator queue can change it to Track 2 at 
that time. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6 . 3 . 1 . 3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6 . 3 . 1 . 3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6 . 3 . 1 . 3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3. After you verify that the case is open, you may simply click “Send to 
Research” and you are finished with the case. 

6 . 3 . 1 . 3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to ‘‘Expedited 
Treatment” in this guide. 

6 . 3 . 1 . 3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6 . 3 . 1 . 3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6 . 3 . 1 . 3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 

O:\Foia\ F OIA JN BRARY\Case ^ Create^References\ Ca seCreateyfemplate ^L etters 

6 . 3 . 1 . 3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 
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6 . 3 . 1 . 3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6 . 3 . 1 . 3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” at 
the top of the file request. 

6 . 3 . 1 . 3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 


6.3.2 


Type 

Type : 


Privacy Act Request h 
i Referral FOIA Request 
| Referral Privacy Act 
| Privacy Ad Amendment 
Referral PA Amendment 


Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 


6.3.3 


Source 


Source * 


M 


Attorney' 
Commercial 
Education/Scientific 
F ore i g n Gove rn merit 
News Media 
Others 



White Ho uss/Corq ressiona! 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 
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• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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6.3.4 Category 


! Alien File 

j Align f ile? 

: Appeals 
I Asylum 
: Child Support 
:Cih2€nshsp National Rgvfe*: 
i Consultation 
i Contract 
Debts Owed 
iiOuai Cihatcship 
Family History 
iHaitlan Refugee toniigraho: 
I Handbooks, Manuals 
: Inhen canee 
I Internal Audit 
I |n v as hga bo ns 
I Legal Immigration & Family 
iligalliatlon/Admlf'i Appeal 
! Medical History 
: ugk Addresses 
; Nicaraguan R Central Arne* 

• Non v a u Fde Ida t e n el 
(other 
I Pensions 
I Personnel 

i Proof of Naturalization 
: Referral 

(sfr. cases at nrc 
I Spec ial Inheres f Croup 

vxwxvxvxw-e:<«^ 




l Waste, Fraud, Abuse 


There are 30 different categories of requests. However, the most commonly used 
ones are: 

6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 195 1 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 195 1 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 
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6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section “What track is my case? ” that follows.) 

6.3.4.3 Personnel - The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 
organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC, FOIASIG . Click “Reassign Office.” Send the case to Unit 
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Chief. A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly. If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC. FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1 , 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 

The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, create it as OTHER then 
do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an 
acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a 
possible Genealogy 

d. Send an email to the designated person who handles genealogy 
cases (currently Donna Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a 
genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case 
Create to send an acknowledgment letter and staff for records. 
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If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 


6.3.5 


Bureau 


Bureau 


CIS -V: 


lliipl 

ICE 


The three possible selections for Bureau are: 


ICE - Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 


CIS - Used for all other categories. This is the default in FIPS. 


CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods Note; If request is for entry/exit information and the 
requester/subiect provided an alien number, request the file. 


6. 3. 6 Is there a request for expedited treatment? 

Exp edited I N ot Req u ested j| 

I Requested I 

I Granted j 

j Denied i 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 
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or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

6.3.6.1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case. You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new information, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 

6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor’s decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed , either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation. If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases. 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
“Denied” in the drop-down box, create the Expedited Denial Letter, and then create the 
case as normal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select “Requested” and send the request to Unit Chief. E- 
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select “Granted” in the 
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Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

6.3.6.5 If you have made a determination to deny, or if the supervisor has indicated 
denial, you must select “Denied” in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 


mfflk discus 

ttem Case 

f srsfc 

Search Pji OmXvau Cases 

tSteTUS : : : 

mi Started 

■Create Cases 

Not .storied 

OeMe ?’:$£ fcgquegt 


letter 

Net Started 


Not Started 

Speoett? LOttor 

Net Started 

Stelm Letter 

Not Started 


Not. Started 

fotfiresft Letter 

Not Started 


Not Started 


6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 

|| 1 1 j £f'f j§| . Processing 

: Successfully generated letter Expedited Treatment FOIA Denial, 

Click on OK to continue, 

iSjcl 

if 


A dialog box will pop up. Select “Save”: 
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A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 


6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then change the 
Expedited drop-down box to “Not Requested” before you send the case to Up-front 
Approver . Because we are not generating a letter regarding expedited treatment denial or 
grant, and because it would cause erroneous reporting of Expedited Treatment Requests, 
you must change it to “Not Requested.” 
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6.3.7 


Is there a request for fee waiver? 


Fee Waived mt guested 


; Rsq uested 
! Granted 
i Denied 




The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 


A requester must meet two requirements in order for USCIS to grant a fee waiver: 


1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and Fee Waivers.” 


Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. You may determine to deny based upon the two 
criteria listed above. If you do so, you must select “Denied” in the Fee Waiver drop- 
down box on the FIPS worksheet. Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 


6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

O:\Foia\FOIA.. Lro RARY\Cas eJ 2reate..References\Case.Ureate..TemplateJ.etters\Fee,, 
Waiver( denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 

6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” before you send the case to Up-front Approver . 
Because we are not generating a letter regarding Fee Waiver denial or grant, and because 
it would cause erroneous reporting of Fee Waiver Requests, you must change it to “Not 
Requested.” 


6.3.8 Print to CD 

E Print To CD 

ID PA Cited 



j In Litigation 
ID In Circular Search 
U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING “PRINT TO CD” 

6.3.8. 1 Check the “Print to CD box” on all new case creates, unless the mailing 
address of requester is to a correctional facility or unless the requester specified paper 
in the initial request letter (for requesters who are attorneys, the default is Print to 
CD). 

6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with “This office will 
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be providing your records on a Compact Disc (CD)” 

6 . 3 . 8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6 . 3 . 8.5 If a requester specifically asks for their records on paper, do not check “Print 
to CD” box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing 
the responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a Compact 
Disc (CD)” 


6. 3. 9 Is this a delinquent requester? 

□ Pri nt To CD 

□ PA cited 

n 

L j In Litigation ^ 

HI In Circular S earch: 

J Delinquent] 


The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan IXiUMQUS 

123 Dtwe 

Lees Summit MO 64036 


A 


(816; 555-5555 

sag vahoo.com fcc ' 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 




Sage Morgan 

123 Drive 

Lees Summit MO 640S6 



(SIS) 555-5555 
sagely ahue.com C “°P yrtc ’ 
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The query results appear in a separate window. 


Query Results 



If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6 . 3 . 9.1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

6 . 3 . 9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 


Contents iJ21S:!fe:x Discussions Case Actions 

iCreate , Casg Not Started: 

SearcHyjir Duplicate Cases Not Started: 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 

If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


L Records locator Cas-e Prtxessw *!(.:; :.Cas* approver ij Unit Chief || Up4ront Approver Ifpend: :• Reas sign Office Send tc. Research j; Delete f jy] Open 


Before you move to another part of the case create process, click: 


Save 




6.4 SEARCH FOR DUPLICATE CASES 

Just b e for e you cr e at e th e cas e, Before you begin filling in the worksheet, you should look for 
duplicates. Duplicate cases are cases in which the request was submitted multiple times to the 
Service, or was inadvertently scanned into FIPS multiple times, or are cases that we previously 
processed. 
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Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 

This does not include instances in which the requester has faxed the request and then mailed it. 

If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Do not create 
such a case. Click “Send to Research.” That case will go to the research queue and you will be 
ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the requester did not provide an alien number, you may search 
by the subject’s last name and first name, or even by the requester’s last name and first name. 
You may use a percent sign (%) as a wild-card for these searches. For example, if the 
requester’s name is Jaime Vazquez, but you see he also has spelled his name Vasquez - you can 
search by Subject Last Name “Va%” and Subject First Name “Jaime.” 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 
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If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 


: pf’ :; W : 10 C&$<?360 
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Do not click “Create Case.” Click “Send to Research ” You will then be ready for your next 
case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

3. The requester is the same, and 

4. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Do not click “Create Case.” Click “Send to Research.” 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 

Contents Discussions Case Actions «§? 



Status 

Not Started 

Search For Duoiicate Cases 

Create Additional Cases srj 

Not Started 

Create Fife Request 

Not Sta rted 

Acfcncrarfed gement Letter 

Not Sta rted 

Final Action Letter 

Not Started 

Specialty Letter 

Not Sta rted 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index. Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 
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To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 
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Tim 
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Search Complete 


Search Again 


A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Copied 1 documents without redactions. 


The responsive records now appear in the Contents List of the new case: 


Tasks 


Discussions 


Case Actions 


doctime nt Type $ e<3 ’ • Stages Statu 5 &esp Unit Aft m\he r State 

■p i-K :2 : ' 19 Staged HOi) 
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7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 


7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No consent is necessary from the minor child or the 
person judicially determined to be incompetent, however the parent/guardian must provide his or 
her own verification of identity that is notarized or signed under penalty of perjury [6 C.F.R. § 
5.21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

If the requester did not provide all four required pieces of information, you must send for 
additional requester documentation. A requester who provides full name, current address and 
alien number only has not provided sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
perjury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-36 1 , Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of perjury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rale, regulation, order, or requirement 
made pursuant to law, any matter is required or pennitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
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required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that die foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent and/or 
verification of identity using the Track 1, Track 2 or Track 3 Ack Letter Requester Docs located 
at: 0: Foia FQIA LIBRARY\Case Create References'Case Create Template Letters or the 
form “Requester Documentation Attachment” located at: 

0 :\FoiaFOIA_LIBRARY'Fase_Create_References\Case_Create_Template_Letters 
Requester Docs Aitachment . Check the first box on the document. 


7.3 Reasonable Description of Records being Sought: 

If the requester provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request a file if there is only one match and there is no 
other indicator that it may not be the correct subject of record. 

You may possibly find multiple matches, or you may find no matches at all. In a situation like 
this, we do not have a reasonable description of the records the requester wants. We will have to 
send for additional requester documentation, specifically: 

■ Alien Number (if known) 

■ Application/Petition Receipt Number (if known) 

Additionally, we may ask for items of information such as mother’s and father’s names. The 
requester is not required by law or regulation to provide that information, but if the requester 
does not, we may be unable to locate a responsive record. 
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Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the fde request. In the 
“Contents” tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/PA Assistant working in Records 
Locator queue will request the file. The processor will use the requested information to verify 
the release of the correct records. 

Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not request a file. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Cent® nts Discussions Case Adriens Nistor 


• Cear-ch -For- Duplicate- Gases' 
Create Additional Cases 

Ac? nc-;-vfg'd'-i ff-p.cnt Letted 
Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
interest Letter 
Expedited Denial Letter 


Mot Started 

Not Started 
Mot Started 
Not Started 
Mot Started 
Not Started 
Mot Started 
Mot Started 


Records Locator ji Case Processor ; $ 


e Approver ijnit Chief ji Lip-front Approve'- ji Per.d | Reason Office ji; ;Ss 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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FIPS v7.0 Training buiid 06 v work Queries v Actions 

Processing Fes Information 

iil&^ : ' : : ' : ' x : ' : : ' : : 

Fes Estimate ; ; £3 Other Requester Documentation 

Prepayment Required: j j 


Stan: 


Other Requester Documentation 


Li Advance Payment Returned 
Li Add Lost File Paragraph 
□ Add Track 3 Denial Paragraph 


IMi-ana? Options 

No options found. 


} Cancel J 


We then click on “Generate Letter.” Our only option at that point is to click OK: 

'Ll" #’? i Ca$e36Q Home 

FIPS v7,9 Training build 06 c Work Queries •< Actions. Stan da Ions Search 

Processing Fee Information 

Successfully generated letter A ckno wied cement Letter-FOIA. 

:! Click on OK to continue. 

Ill 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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Cancel 


The acknowledgment letter will pop up: 
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US. of Eftuncta jirf fowurity 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


US. Citizenship 
and Immigration 
Services 


NRC2010000806 


December 3, 2010 


YinV'V 'L-Vi, T"r' : .: - ^ce C-s 


S nil Francisco, CA 


Dear 7.A ■■:/■ Uv Y 


We received your request foi information relating to Chi is P Bac on on Decembei 02, 2010 

Your request is being handled under the provisions of the Freedom of Moimation Act (5 US C § 552). 

It lias been assigned the following control number: NRC2 0 1 0000 $06 Please cite this number in all future 
correspondence about your request 

We respond to requests on a first-in, fust- out basis and on a multi-track system. Your request has been 
, placed m the complex track (Track 2) You may wish to narrow- your request to a specific document in 
ol der to be eligible for the faster tr ack To do so, please send a written request, identifying the specific 
document sought, to the addiess above. We will notify you if youi request is placed in the simple track. 

In accordance with Department of Homeland Security Regulations (6 C F.R. § 5.3(c)). your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
charged for searching for records sought at the respective clerical, professional, and or managerial rates of 
$4.00/$7.CKk$10 25 per quarter hour, and for duplication of copies at the rate of $.10 per copy. The fu st 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14,00 before we will char ge you any fees. Most requests do not requir e any 
fees, however , if fees in excess of $25.00 are required. we will notify you beforehand 

Tins office will be providing your records on a Compact Disc (CD) for use on youi personal computer, 
ji The CD is readable on all computers through the use of Adobe Acrobat software. Aversion of Adobe 

;< ,4 I % !'rtl>'9t will 111* 1 nYi4lli'1i*<l ftii tllf m Vfillt ) i»j iirilc' i 'll! 1>I* V Iin Vitlii' A mi VI 1 ti 1 (' C i' i <> Ml in d i Si' !>** 
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Sec 1 1/2 ; At 4.7" : Ln 27 Col 35 


; Page 1 


English (J S 
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All requested information is cheeked below 


HI Consent. It appeals that you are requesting records about another individual. If that is the case, 
please submit either: (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) proof that that mdivnlual is deceased, e g a copy of a death certificate or an 
obituary. See 6 CFR §5,3 (a), 

|| Verification of Identify It appears that you are i equesting records about another individual If 
that is the case, along with the consent requested above , please submit a statement prepared by that 
individual, in which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of per jury as a substitute foi notarization. 6 CFR §§ 5.3(a) and 5.21(d). 

§| Verification of Identify: It appears that you are requesting records about yourself If that is die 
case, please verify your identity by submitting a statement containing yoiu full name, cm rent address, 
date of birth, and place of birth. Tins statement must be signed and the signature must erthej be notarized 
or submitted by you under 28 TJSC §1746, a law that permits statements to be made under penalty of 
perjury as a substitute for notarization 6 CFR §§ 5 3(a) and 5 .21(d) 

M Description of Recor ds Sought* We have determined dint your request does not reasonably 
describe the lecords drat aie being sought Please provide the following additional information. 

® Subject s Alien Number 

1 Sub jeef s App lie ation P e tition Re c e ipt Numb er 

H: Name o f Sub j e cf s P arents 

§§: Other Names Used by Subject 

M Other: Name of the person who filed the petition for you, when it was filed, other 
information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the r equester. Please include the NRO number listed above on all correspondence w ith this office. 
Requests may be mailed to the FOIA PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-578 5, You may also submit FOIA PA related requests to our e-mail address at 

us c is fo ia (tv dhs eov. 


■* «SJ ; 


Page 3 Sec 2 3/3 At 8.6" Ln 47 Col 52 Vb:: n : :::b 


A a J 


English (U S. 


The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add information after the “Other” checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of information you 
need: 
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Not checked 


Checked! 


Bookmark 


ivj check box enabled 
F] Calculate on exit 


Cancel 


The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 



Case Acti 

mm 

History 

ftesp fcmft 

A-Numbet 

mmmm 


f:j 6§i Acknowledgement Letter- FGI A 

5 


Editing 



12/3/2010 10:14:14 AM 

iLil | check In Docu m ent £ 

5 


Pending 

DRD - SEA Seattle 

a 12345678 

12/3/2010 8:28:17 AM 

:|| 'Staffing'' 'Re sponge 

4 


Pending 

DRG - SEA Seattle 

012345578 

12/3/20 li 

8:23:17 AM 

H Staffing Letter - ICE PDF 

3 


Editing 

DRG - SEA Seattle 


12/3/20 1 ; 

S:2.S: 17' AM 

: HI Request Supporting Documents 

2 

4 

Scanned 



11/5/201* 

8:32:47 AM 

Request Letter 

1 

2 

Scanned 



11/5/201: 

8:32:45 AM 


j Records Locator ]| Case Processor )i Case Approver if Unit Chief J Lip-front App rev er | Pend | Reassign Om: 


Click “Open”: 
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Filename: 

■HBH - 

Open \ 

Files of type: \ All files 

▼ : 

Cancel \ 


Open as read-only 


You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, you send the case to “Pend.” 




Case 
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Editing 



1 2/3/2010 10:40:40 Af'4 
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Pending 
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Editing 
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Request Supporting Documents 
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4 

Scanned 
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m 

Request Letter 

. . . 

2 

Scanned 



11/5/2010 Si 32 >4 5 AM: 


Click 


Records t-wsator Ij Case Processor | Cssg Approver [| Unit Chief I j Oo-frent ftpacovef |j Pend ; f""ite38S^'offcg ;j Send 


When the requester provides the additional information, A FOIA/PA Assistant working in 
Records Locator queue will request the records. 
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7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verify ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. 

Third party requesters are entitled to any public documents that may be in the file they are 
seeking, as well as documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and 
says in her request letter that she does not know where he is or says she cannot get his consent, 
do not send a request back to her for her husband’s consent. In a situation like this, simply 
request the file and put a Discussion in FIPS that it is a third party request without consent. In 
the above example, if she did not specifically say she cannot get his consent or that she does not 
know where he is, do not request the file. In a situation like this, send a request for consent and 
pend the case for requester documentation. 


7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
( NR C , FIPSPROBLE M) , or in other situations to the MSB mailbox (NRC , NRC F OIAMSB ) . 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 
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8.3 REQUESTS: Routine use, no consent required, not FOIA 


USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 


8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 
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OA room will mail the request to the following address: 


Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 

800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only , follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 
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Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


8.7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
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PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 
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Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 


8.9 REQUESTS: Official Personnel File 

You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 

You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 


8.12 REQUESTS: Return of original documents 
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Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


8.13 REQUESTS: Privacy Act Amendment 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 

4. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 
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8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 


8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 
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8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 
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8.18 SITUATION: Subpoena or court order 


If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC. FOIA PROGRAM; McDaniel. Marcia M (clicking 
the link generates the e-mail) providing the REQ number and information indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests. 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 


8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled C as e S pecifications , Ca t egory 4 ( Ot her). 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 
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8.20 SITUATION: Certification of record for dual Italian citizenship 


If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program. Refer to the section entitled 
Cas e S p ec i fications, Categ o ry 4 ( O ther). 

If the requester’s relative is deceased, he or she must submit the request to th e USCIS 
Genealogy Program . The web address for more information and instructions for submitting 
their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in order to 
apply for dual Italian citizenship. According to information obtained from the Italian Embassy in 
Washington, D.C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that we release as part of this FOIA request will serve that purpose. 


8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 
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NOTE: You may find the complete list of criteria in Section 3, “Category of request” in the sub- 
paragraph “GEN. ” 

Mr. Crab meets one prong of the criteria for genealogy because he was bom long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. NFTS may show that the file has been retired and is at a Federal Records 
Center. If that is the case, request the file. If NFTS shows that the a-number has been retired to 
NARA, it means we have turned the records over to NARA permanently. The requester will 
have to send a request to NARA. Please select FINAL ACTION OPTIONS when creating the 
Acknowledgement Letter, select NA and replace the normal Acknowledgement Letter with the 
NARA Historical Record Letter located at 

O: \ Fo i a \ FOIAJHBRARY\Case Create_R ef e re nce s \Case Crea te Tem p lat e Le tte rs / Historical ^ 
RecordLetter . 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), request the file. 


8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 
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Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. In cases like this, it is likely that the adoption never 
happened. If that is the case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 


9. REFERRAL AND REDIRECTION 

9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U.S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIP S will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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File name: 


Save as type: 




jiAII files 


Save 


Cancel 


You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 
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Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.” 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
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another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection. Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry /exit information and the request er/subject provided an alien 
number, request the fde. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 


9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 
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9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC, FOIASIG . After that, send the case to 
Unit Chief. 


9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See En t ry/Exit CBP information above. 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 


11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A- number provided on the request (with example sta ffing ) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents’ names) to 
complete the case create. If any of the required elements are missing, request the additional 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 
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12.1.1.2 Submit your location 
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12.1.1.3 Select “Inquiry” 



121 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3160 



12.1.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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12.1.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.1.1.6 


“Blued in” information 


• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

• Comments may be important because a File Control Office may not be able to change a 
file location to “LOST” in NFTS. When that happens, the records person at the FCO will 
notate in Comments that the file is lost. If that is the situation, please refer to the Lost File 
Flowchart in Appendix H of this guide. 


12.1.1.7 The FOIA Operations Division Intranet Page 

Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the FCO List, which also has the RPC Reference Guide. 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That’s important for staffing. 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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12.1.1.10 Figuring out a Staffing Scenario 


The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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12.1.1.11 Generate the file request 

Go to the “Tasks” tab and click on “Create File Request.’ 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. 
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12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.1.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
(Check Out).” 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 


Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.1.1.15 Save changes and check it back in 
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yy Start Menu 
^Templates 
eistr earn upload 

Click 


Filename: 
Files of type: 


Open 


jj All files 

f Open as read-only 


Cancel 


After this, send the case to “Pend.” 


12.1.2 Two or more A-numbers 

Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 

“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S: -Record ()ps\Fi/es 
to Comolidate . xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-fdes/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Staj^ngSc for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA HBG file request . Do not request DIG T-files at HBG with RPC codes XX. XY, 
ZG, XV. or ZZ . Refer to the Staffing Sheet Guide for the most current information. 


12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF ACS/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T-files. 
MSB will know the file is digitized because you have staffed using an RDF file request. This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 


NRC.” 


12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 


Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED IND:” 


If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 
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CIS - FILE TRANSFER DISPLfiY (FTD) 
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89: 15:36 
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NRB1E : 


, GLORIA 


DOB : 040919 


PREVIOUS FCO 
CURRENT FCO 
REQUEST FCO 


NRC 

SND 

SND 


FILE LOCATED IND: N (NOT FOUND) 


t? 


DATE FTR 
DATE FTI 
DRTE FTC 


04122002 (M DDYYYY) 

04152O02 

04162002 


PERSON / ftCTION : CHU/BP 


FCO CREATING SUBFILE: 
SUB FILE CRERTION IND: 


RCCESSION NUMBER: 0O00 
INS BOX NUMBER : 


REQUEST NUMBER 
2ND REQUEST DATE 
3RD REQUEST DfiTE 


YOU MAY REQUEST fi DISPLfiY OF ANOTHER fl-FILE BY KEYING A DIFFERENT A NUMBER. 
CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 

3270 


When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: file request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 
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The attached F 01 A/P A request is forwarded to your office for action. As a result of the attached system search, we 
request that you conduct a circular / special / lost file search for the subject records. 

Please certify by your signature and date that the lost / missing / not found record has been placed on the circular / 
special / lost file search list and its location is actively being sought or that the file has been found This file: 

is on the circular / special / lost file search list, 

_ is attached 
could not be located 


Printed Name 
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Generate the acknowledgement letter. 




146 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3185 


ISI!3k PfQS&$$in# fe.<a information 

i®lr Options 

f Esfon#:* 

/ £$nsA?od i i 

□ Mv^nce Payment Returned 

: ' T 

j: WZ Add Iml- fM; Psswspd • 

□ Add Track 3 O&ml Paragraph 

2 . 


ionaldpt?OT» ' 

fiO Dfi?! 0 (li found. 


Additional Documents Required 

G Othof Requestor Documentation 


Click Add Lost File 
Paragraph 

Click Generate Letter 


. i: • v • • • • J \ j 


FIPS inserts the Lost File Paragraph right after the CD Paragraph: 


147 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 


Updated on 10/20/2011 



| ; Normal 


v Times New Roman Y: 8.5 t j If I £J \W- i P IF 7, A- ,7,, 


L 5 • ' ‘ ■ * 4 * ■ 


Dear Dennis T office 
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We received yoiu request for information relating to Glenn Diaz Hernandez on December 06, 2010 

Yam request is being handled under the provisions of the Freedom of Lifoi motion Act (5 U.S.C J 552) 

It has been assigned the following control number NRC21U0000S0S. Please cite tliis number in all future 
ton espondenee about your request. 

We respond to requests oil a fiist-in, first- out basis and on a multi-track system Your lequest has been 
placed in the complex track (Track 2t You may wish to narrow youi request to a specific document m 
oi dei to be eligible for the faster track. To do so, please send a written request, identifying the specific 
document sought, to the address above. We will notify you if your request is placed m the simple tr ack. 

Li accoi dance with Department of Homeland Security Regulations [6 C.FR. § 5.3(c)), yom' request is 
deemed to constitute an agreement to pay any fees that maybe chargeable up to $25 ,00. Fees may be 
char ged for searching foi records sought at the respective clerical, professional, amfoi managerial rates of 
$4 .00; $7 00 .'$10. 2 5 per quarter horn . and for duplication of copies at the rate of $.10 per copy. The first 
10(1 copies and two hours of scotch time are not charged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees. Most requests do not require any 
fees; however, if fees in excess of $25,00 are required, we will notify you beforehand. 

Tins office will be providing vour records on a Compact Disc (CD) for use on vour personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto papei Only records 15 pages or more are eligible for CD printing To request yom 
responsive records on paper, please include your control number and write to the above address Attention 
FOIA/PA Officei , or fax them to (816) 350-5785. 

Eased on the information you provided m your request, we conducted a search of our records locator 
index system. Tins initial search indicated that the requested record is lost or missing As a result, we 
have asked the Records office to initiate a lost missing file search Tills process takes an unknown amount 
of time, therefore, we request your mid ei standing and patience. Once the file is found, we will process 
and provide it to you. If the file cannot be found, we will notify you of our findings. 

USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to yoiu request, please ensure any Social Security Numbers on 
the documents are blanked out or removed 
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When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 

12. 7.3 Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

12.7.3. 1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12.7.3.9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
PCQS, 

c. and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: A- 
file has been lost for more than 9 months and no other records 
exist. Closing as UT. Detail all systems searched as part of this 
Discussion. 

12.7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Otherwise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” create a 
Discussion with the subject “Unit Chief’ listing the date the file was staffed, the date the 
request was cancelled, and the date the file status was changed to lost. Send the case to 
Unit Chief. You’re done. 

12.7.3.4 If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” 
please move to the next step now. Othenvise, if there is a 9101 screen containing “EARM- 
X” “DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

12.7.3.5 Create a Final Action Letter and select the status UT. In the final action 
letter, after the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including screen prints 
of the electronic record.” Go to the next step. 

12.7.3.6 In the UT final action letter, attach the screen prints to the letter 
electronically (cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to Up-front Approver. You’re done, unless the case is later 
returned to you for further research. 

12.7.3.7 The Up-front Approver will review the UT letter with the inserted screen 
prints. If he or she is satisfied that a thorough search was conducted, the approver will 
forward the case to FOIA Approver. If the approver is not satisfied with the search results, 
he or she will return it to you for further research. 

12.7.3.8 The FOIA Approver will review the research and either close the case or 
return it for further action. If the case is approved, the FOIA Approver will close the case. 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
including NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for 
the following additional files: XXXXXXX, XXXXXXX, XXXXXXX. 
Once they are received, please review. Please also verify that the 
original a-file is still lost. If the original a-file has been consolidated in 
fact but not in the systems, please process and send your case to 
approver. Also send an e-mail to the MSB for resolution. Include both 
a-numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a-file is 
lost. Your case will close as a PD even if no redactions are made. 
Thank you. 


12.7.3. 10 Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. Any T-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.7.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

Q: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 


12.7.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 

■ Naturalization dates 
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which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NO RECORDS . It is important that you provide as much information as 
possible on the Records Indexing file request. The name of the subject, year of birth and 
country of birth are required information. You should use the latest version of 
records_indexer.doc, which you may find in O:\Foia\FOIA LIBRARY\Case Create 
References\Case Create Template Letters. A sample records_indexer.doc follows: 
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FOIA/PA RECORDS SERVICES BRANCH 


CO#: 

DATE: 

*Name: 

*DOB: 

Alias: 

COB: 

A#: 

DOE: 

C#: 

POE: 

Natz Date: 

Visa File #: 


Other Info: 


* Required Fields 

X FOIA personnel checked CIS, CLAIMS and PCQS and located no Records. 


IX All Files 

X Alien File 

I I Certify True Copy 


FOIA/PA RECORDS ACTION REQUESTED 

□ C-File □ AR-Print 

IX Visa File X Non-Existence of Record 

□ 


FOIA Remarks: 


RECORDS 


SYSTEMS CHECKED 


Searcher: 


X FLEX X MiDAS □ MI 

X CIS □ EARMS □ Nils 

X CLAIMS X NIDC X Other 


Search Section Receipt Date: 

I certify that this office conducted a thorough search of Index Systems and no record of the subject was found. 


Signature 


Date 


Alien Files/ Naturalization Files Section Receipt Date: 

I certify that this office conducted a thorough search in the Alien Files/Naturalization Section and no record of the 
subject was found. 


Signature 


Date 


Records Remarks: 
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TO RECAP RECORDS INDEXING: If the subject has had no business with the service 
since 1975 or earlier, they may or may not have a CIS record. If they do not, then staff to 
records indexing. If the subject has had business from 1976 forward, do not staff to 
records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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^ File Edit Session Transfer Program Options Window Help 
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SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EC, A1234567S9). 


CLEAR EXIT 


PE 5 HELP 


PF6 CI S 


NUM OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary /applicant (3) AND as petitioner 
( 6 )- ^ 
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^ File Edit Session Transfer Program Options Window Help 
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When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR. 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 


12.7.7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.7.8 ICE files 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 
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Office Section 

Acronym 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS. Therefore, if the A-file is at one of the above service centers and there 
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is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 
MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt fdes from any offices other than one of the five Service 
(b)(6) Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 

I l etc., are not receipt files we 

can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
the box “Responsive Records” and take to person designated to scan RAFACS- 
only responsive records. Pend the case. 
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12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


12.7.13 Archived receipts 
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This screenshot shows a receipt that has been archived. 


If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to request the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the U SCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
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evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 

3. You may call the NVC automated help line at 603 - 334-0700 and enter 
the receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt files; 
Lost receipt file, File destroyed or File cannot locate. . 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDJ” or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes , call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 


12.7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS (not RAF ACS/CIS) staffing slot only. The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 
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Work Queries 
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A-N Limber: 

Topic; h- iB- visas, fifed by Outsource Georgia, Inc., 2008 to present 


After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on “Reassign Office” 
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2. Click here 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC. FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER ” Please refer to REQUESTS: Return 
of ori g inal d oc uments. 
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Final Atfldri Letter 


;i DP. Duplicate 
:j ER : Crested in Error 
A: FC: Requestors failure to comply 
:i FI .: Requestor's failure tc ID records 


applicable -certified copy 
: J NR ' No n- p-c 5S a 5S to n of records 
Of?.: Old records 

j: ED: Redirected to another agency 
i|RF: Referred to a DHS Component 
UT: Unable tc locate records 
|:ji VYD; Request withdrawn 


'Jifeasoiisixi 


Final Action Dependent Options 

Records Needed 

. ; Insert Clerk, or Courts/Nstionaf Archives paragraph 
: Insert woman married to U,S, citizens paragraph 


SiiL /■ 

■■Hon FOIA Offices 
/Privacy Act Amendment Request 
: REQUEST FOR FILE FROM A FOREIGN FCO 
Service Centers ... 

ijTRiM FOIA/PA LIMIT W 

ilwCF M- 


Itetftre ci s /ftef *r ral s 


[ Subniit : \ Reset i [ Cancel i 


You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 


Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


16. EC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Letter s\Fai lure to 
Comply_Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated letter. 
Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 


We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Contents Discussions 



•Case Actions 



L?£'Br'irh "F Of" DupfiCabS-' f w35'SS 


Create Additional Cases 

Not Started 

Create rile Request 


Ackncw fade em ent L ette r : 

Not Started 

Fins! Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 


Records Letter j j Case Processor j ; Case Approver : Unit Chief jU idp^ont^p^roye-r j : Pend i | Reassign Office 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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ipCase360Home 


FIPS v7,u Training build u6 v work Queries 

Processing Fee ImFcrmsticn 


v Actions 


Fee Estimate ; i U] Other Requester Documentation 

Prepayment Required j 


ill] Advance Payment Returned 
!:■] Add Lost File Paragraph 
E\ Add Track 3 Denial Paragraph 


:Wo options found, 

[ Generate Latter i [/Cancel j 


Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 

ivf \ $ Case360. Home 

FIPS v7,0 Training build 06 v work Queries Actions Standalone Search 

Processing Fee Information 

Successfully generated letter Acknowiedgement Letter-FOIA. 

/ Click on OK to continue, 

H 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 


19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 
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multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 


20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 


174 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3213 



FTPS v?; 0 irmim m 






m 


l yS f ^ 


S£cit£J5 : XnXX 

Coo. rol nmtm cc ,-, ; - m ; 3534 i 
RS^yesi ^k&ib&rj 
Cf£&£££i! #ffesW 

R$\3v! : ££l£:‘ L$St N^bftb 

ifet. &£&$ f 

i ft&se i 

Si&jsct UsfcT&msil 



Sublet H&j<8s 

A-jNurnbciii 

Topic; 


1 . Enter the case number you 
are attaching the document to. 


2. Click Submit 


Submit . 


Cx>ii\xi>\ Mwnh-Xf #.v<iu**A\>r fc«** vaster A last first Mkkitv Tbpk 

last first tow? N<>m« 

Name Hmm 

H- l8.V&a$- fitedf by OutSPurco^oc i 


||i C0W^;WJ034l Pstor Rhsa 
) y lust. Paidng Document for th& Case| 


3. Click List Pending Documents icon 




X:X: : : 


j Dacy^^rtypt? Seg. Slatas Respite Ubs$ a-Nttwbtsr Created Modltoi Titae 

it.* m(?} foured $ of 0; 


| A^ 05 <wif^ | 4. Click Add Document to create a new CSD slot. 


| Csnvsrt ts fteciusst | Octets. )j Asirasrastrater j G^wsnngrt: 


fiOp:/®2sp€or:c;>2:70di/3or«f3/Q|t!tfy?c^~m&raraew5qr^f^^ 


175 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 


Updated on 10/20/2011 



21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned). If the fax needs to be scanned in before reviewing, the FOIA/PA Assistants can 
scan it in and notify you. They may also deliver the fax or mail if needed. 


22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 
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23.1 THE OA ROOM (NRC, FOIAOA) 

\rVYVVV¥V¥¥VVVV¥¥¥&V¥VVV¥V¥¥V¥VVV¥V¥¥VVVVV¥¥Y¥V¥V).X 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• The requester has either has a changed or new address; therefore, the records need to be 
re-printed and re-mailed to the requester. You need to state in your instructions to the 
OA room that you’ve made the changes to the address in the final action letter. Correct 
the address on the final action letter and the FIPS database. State that you’ve changed the 
address in a Discussion. 

Don’t forget to add a Discussion to the original case. 

23.2 MSB ( NRC, NRCFOIAMSB ) 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 

of the case, and specific instructions relating to the case. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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If responsive records need to be copied from one case to another 




• If records are incorrectly scanned in a case and need to be removed 

All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 


23.4 FOIA FILE REQUEST 



Send e-mails to FOIA File Request if you discover A file sitting on a shelf and it has not been 
scanned in to the case. Include the control number and the A-number in these e-mails. 


24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


25. MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


25.1 RETURNED MAIL: 

25. 1. 1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 
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Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on the 
“IT to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1 . Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 
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25. 1.3 Final Action Letters 


Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 
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a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 


25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of FOIA/PA Request ) 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 

• Correspondence about delinquent payments (including checks) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 
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Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the MSB supervisor. A supervisor must review the correspondence 
and make a determination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 


25.2.2 Requester documentation /additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
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requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LIBRARY\Case Create References\Template Letters\FC Letter. 


25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
( ww w.u sci s .gov) . 

From www.uscis.gov, find the link near the bottom of the left column under “Other 
Services” marked “FOIA Reque st S tatu s C h eck.” Click there to navigate to the online 
status check page. 

The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 
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If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 

If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the “Q” button. Change the information on the 
letter that shows the status of the case, replacing it with the results from the online status 
check before you close and save. Use the latest Status Letter from 
O:\Foia\FOIA JJBRARYCasejOreate_References\C'ase_Create_Template_Letters. 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 
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26. BLANK TAPES/CD’s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. 
below. If you feel that you have a true congressional request or appeal, control the case, put the 
case in Unit Chief and e-mail your supervisor the control number. A supervisor will either send 
the case to SIG or return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


29. INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 
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1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 
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32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 

• Requester docs have been received 

• Requester writes to request the record on paper 

• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. 1 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.2 Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action on 
the case. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests and re-staffing due to age affects the 
aging reports and makes it impossible to track these pending cases properly. Please continue 
to repend these cases as necessary. 

32.5 If the A file has been scanned in and we are waiting on a T-file, review T-file staffings in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send the 
case to the processor. 

32.6 If the A-file has been scanned in, but there is an open pending slot for a T-file: Review 
“T” file history in NFTS. If the “T” file has been consolidated /combined with the A-file, 
check the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 
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32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32.7. 1 Check all offices for duplicate cases in FIPS using the alien number. 

32.7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 

32.7.3 If you find a duplicate case, make a Discussion and advise NRC, FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other documentation box. 
Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References\Case Create Template Letters\Requester 
Docs Attachment). Check the boxes required and pend the case for Requester Documentation. 
If the processor is asking for information that is already present in the scanned documents, put 
in a Discussion asking for clarification on what the processor is requesting. You may also 
have to point them to the slot where the information is currently contained. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PII provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create Template 
Letters\Failure to Comply Letter. Send the case to approver when you are finished. 

32.12 Deleted. 

32.13 If a request for consent is returned but the requester says he or she is a third party 
requester (they have no relationship to the subject of the record and cannot or will not get 
consent), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 
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32. 14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request the correct file. You must 
then send an e-mail to FIPS Problem mailbox and ask that the wrong records be removed. 
Clicking the link above will automatically send a copy to the FOIA Program mailbox. 

32.14.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there are 
two cases for the requester. If not, you will need to correct the one that exists to become a 
request for the beneficiary’s information. Locate the correct records and re-staff. 

32.14.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible that the 
scanning contractor has scanned the wrong file into this case. Here are the steps to follow if 
you believe this may have happened: 

32. 14.3 . 1 Look for a pending case for the records that were scanned into 
your case. 

32.14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.14.3.3 If they have not, you’ll need to have the records moved from 
your case over to the correct case. You will have to have the slots in your 
case re-set to pending by the NRC, FIPS Problem mailbox. Clicking on 
the link will automatically send a copy to the NRC FOIA Program 
mailbox. 

32.14.3.4 If the pending case already has records scanned in, review those 
records. 

32.14.3.4.1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 

32. 14.3 .4.2 If they are duplicates, then you do not have to do 
anything with that case. 

32. 14.3 .4.3 You will need to have the wrong records removed 
from the staffing response and responsive records slots in your 
case. Send an e-mail to the NRC, FIPS Problem mailbox. Clicking 
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on the link will automatically send a copy to the NRC FOIA 
Program mailbox. 

32. 14.3.5 If you pull a case in Records Locator queue and there is a 

Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 

32.14.3.5.1 The request must be over six months old before we 
send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 

32.14.3.5.2 If the interim interest letter is returned saying the 
subject is no longer in custody and we do not have another address 
for the subject, you can close the case FC. Do not close out the 
case FC without the returned mail. 

32. 14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 

32.14 3.6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32. 14.3.6. 1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose “RD” and select “NVC” 
from the drop-down box. Save the document and check it in. 

Send the case to Up-front Approver. 

32.14.3.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to R ecei pt fil e s ; L os t receipt file. File de s tro y ed 
or File cannot locate . 

32. 14.3.6.3 If the receipt file has been rejected by the service, 
there are no records to retrieve. Close out as No Record, with an 
explanation of rejected receipt files. 


33. REPENDING IN RECORDS LOCATOR QUEUE 
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33. 1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the fde has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF AC S/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 


33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the NRC case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffings for files, then 
e-mail N RC, F OI A F ILER E Q to research and to have the file scanned in if necessary. 


34. CHANGING THE TRACK OF A CASE 


Do not change the track of a case except in the following instances: 

34. 1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 

34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
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Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 

34.3 The requester has a Track 2 case and provides the required documentation to change 
their request to a Track 3. Prepare a status letter and advise the requester that their case is 
now in Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy 
NRC, FOIA PROGRAM and your supervisor. The e-mail should include the case number and 
the action you took. 


35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC. FIPSPROBLEM mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 

- The number of pages scanned in. 

Send the case to Unit Chief/Admin so that the problem can be resolved. 

Cl i ck here for instruct i ons if you pull a case in Records Locator queue that has been staffed for a 

Lost File 


36. Deleted 


192 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3231 



Cas e s r e c e iv e d in R e cords Locator qu e u e that n ee d acknowl e dg e m e nt l e tt e rs must b e r e assign e d 
to a Troubl e shoot e r in th e Cas e Cr e at e rol e . Pl e as e contact a sup e rvisor with th e NRC Control 
Numb e r and ask that th e cas e b e r e assign e d to you in th e Cas e Cr e at e rol e . 


37. RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 


39. IN TRANSIT FILES 

If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 

40. MODIFICATION OF RECEIPT DATES 

Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 
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41. MSB DIRECTED PROJECTS 


Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 


194 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3233 



APPENDIX A: PHONE NUMBERS 


NRC/FOIAFax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786, 5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www.uscis.gov 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Ciudad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 
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LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL- Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 

202 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3241 



SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI- Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV-Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 


.WW : USC]S,£0V 

Title 


Alien's Change of Address Card 
Genealogy Index Search Request 
GenealoqvRecordsRequest 

Notice of Entry of Appearance as Attorney or Representative 
Bjograph|_c Information 
Biographic Information 
Bjo.qraphiclnfor^ 


Fr.ggdpm.olJnformatio 

Verification Request (Non-SAVE agencies) 

Dpcument^yerjfica^ 

Document Verification Req uest (SAVE Agencies) 

Return of Original Documents 

Application for Replacement/lnitial Nonimmigrant Arrival-Departure Document 
Petition for a Nonimmigrant Worker 
Petition for Alien Fiance(e) 

Nonimmigrant Petition Based on Blanket L Petition 


Form Number 

AR-11 

AR-11SR 

G-1041 

G-1041A 

G-28 

G-325 

G-325A 

G-325B 

G-325C 

G-639 

G-845 

G-845 Supplement 
G-845S 
G-884 
1-102 
1-129 
I-129F 
1-1 29S 
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Title 


Form Number 


PgMQDJPI AHen .Relativ e 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Ap.pJicatign.for Advance Permission Jo. Return to.Unre|in^^ 

Application for Advance Permission to Enter as a Non-Immigrant 
Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppJIcationforR 

Notice of Appeal or Motion 
PPiiiiQPJPr.Amerasian^Wid 

Affidavit of Financial S up port and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Bluest toJEjtfqrc^ JjlnanHCiaU^^ 

forP.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


1-130 

1-131 

1-134 

1-140 

1-191 

1-192 

1-193 

1-212 

1-243 

I-290B 

1-360 

1-361 

1-363 

1-485 

1-485 Supplement A 
1-485 Supplement C 
1-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
IN A) 

Waiver of Rights, Priveleges, Exemptions, and Immunities I-508F 
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Title 


Form Number 




Application To Extend/Change Nonimmigrant Status 


For .persons '.seeking ,y,nonimMgfAQt. status Vyh 
status. 


Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
or Change/Adjustment to/from A, G or NATO Status 


Application for Asylum and Withholding of Removal 


Petition to Classify Orphan as anjmmediate,^ 


Application for Advance Processing of Orphan Petition 


Application for Waiver of Ground of Inadmissibility 


Application By Refugee For Waiver of Grounds of Excludability 


Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
thejmmigration andj^ation^ 


Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 


Application for Status as a Temporary Resident Under Section 245A of the Immigration 


Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 21 0 of the 
Immigration and Nationality Act 


Report of Medical Examination and Vaccination Record 


Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
Natjonality Act 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245A of Public Law 99-603) * 




1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 

1-698 

1-730 


208 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3247 



Title 


Form Number 


PgjMQP-AQ-Rg™ 

Application for Employment Authorization 
Application for ; Replacement of N 

Petition to Classify Convention Adoptee as an Immediate Relative 

AppJicatipnjor.Detejmmatjpn.pf 

Application for Family Unity Benefits 

Application for Temporary Protected Status 

Application for Action on an Approved Application or Petition 

Petition by Entrepreneur to Remove Conditions 

Inter-Agency Alien Witness and Informant Record 

Affidavit of Support Under Section 21 3A of the Act 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

PovMy-Q-ljldgjines 

Intending Immigrant's Affidavit of Support Exemption 
Sponsors Notjce i.olChange_pf_Add 


(Pursuant to Section 203 of Public Law 105-100 (NACARA)) 

Employment Eligibility Verification 

Application to Replace Permanent Resident Card 

Application for Authorization to Issue Certification for Health Care Workers 


1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 


1-9 

1-90 

1-905 
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Title 


Form Number 


Request^ 1-907 

Application for T Nonimmigrant Status 1-914 

PgtjtjqnforUN 1-918 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 1-929 

Ap.pJica_tiqntoFjJe__D N-300 


Request fo r a Hearing on a Decision in Naturalization Proceedin g s (Under Section 336 N-336 

of the INA) ’ - — 


MonthlyReportNa N-4 

Application for Naturalization N-400 

ReguestforCertjfjc^^ N-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJicatjon.for.RepJacement.NaJura N-565 

Application for Certificate of Citizenship N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

A DDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 
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BBAT 

Bond Backlog Action Team 

BCAA 

Background Check and Adjudicative Assessment 

BCIC 

Border Crossing Identification Card 

BCC 

Border Crossing Card 

BCIS 

Bureau of Citizenship and Immigration Services 

BEP 

Backlog Elimination Plan 

BIA 

Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS 

Bureau of Labor Statistics 

BOP 

Bureau of Prisons 

BORTAC 

Border Patrol Tactical Unit 

BP 

Border Patrol 

BRP 

Backlog Reduction Plan 

BSS 

Biometric Storage System 

CAA 

Cuban Adjustment Act 

CAP 

Criminal Alien Program 

CAPES 

Classification and Placement Evaluation System 

CARRP 

Controlled Application Review and Resolution Program 

CBO 

Congressional Budget Office / Community Based Organization 

CBP 

Customs and Border Protection 

CCB 

Child Care Bureau 

CCD 

Consular Consolidated Database 

CDC 

Center for Disease Control 
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CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

CUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 
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DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 
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EEV 


Employment Eligibility Verification 


EFOIA Electronic Freedom of Information Act (initiative) 

ENFORCE Enforcement Case Tracking System 
EOIR Executive Office of Immigration Review 

eOPF Electronic Official Personnel Folder (eOPF) 

EPA Environmental Protection Agency 

ERO Eastern Regional Office 

ESC Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI F ederal Bureau of Investigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 
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FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOI A Freedom of Informati on Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 
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GPO 


Government Printing Office 


GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 
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I-485B 

1-539 

1-551 

1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

IBF 

IBIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 


NACARA Supplement to Form 1-485 Instructions 
Application to Extend/Change Nonimmigrant Status 
Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 
Immigration Card Facility 
Information and Customer Service 
Integrated Digitization Document Management Program 
Automated Biometric Identification System 
Identity Management System 
Individual Development Plan 
Immigration Examiner 
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II 


Immigration Inspector 


IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

IJ Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

219 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 10/20/2011 


3258 



KST 


Known Suspected Terrorist 
LAPR Lawfully Admitted Permanent Resident 

LAPS Legalization Application Processing System 

LEAD Leadership Education and Development 

LES Law Enforcement Sensitive 

LESC Law Enforcement Support Center 

LIFE Legal Immigration Family Equity (Act) 

LIN Northern Service Center (Lincoln, NE) 

LOU Limited Official Use 

LPR Lawful Permanent Resident 

LULAC League of United Latin American Citizens 

MFAS Marriage Fraud Amendment System 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 

N-300 Application to File Declaration of Intention 

N-400 Application for Naturalization 

N-565 Application for Replacement of Naturalization/Citizenship Document 

N-600 Application for Certification of Citizenship 

NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 

NBC National Benefits Center 
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NCIC 


National Crime Information Center 


NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Proj ect 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 
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PC 


Peace Corps 


PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 

RAPS Refugee, Asylum and Parole System 

RAVU Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 
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STAR 

System for Time and Attendance Reporting 

TAC 

Third Agency Checks 

TAP 

Tuition Assistance Program 

TCDD 

Training and Career Development Division 

TECS 

Treasury Enforcement Communication System 

TPO 

Transformation Program Offices 

TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 
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USMC 


United States Marine Corps 
USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

VD Voluntary Departure 

VIS Verification Information System 

VOI Verification of Identity 

VTVPA Victims of Trafficking and Violence Protection Act of 2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

WSC Western Service Center (same as California Service Center) 

WTC Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department. Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing by any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System 1FIPSI - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis. go v/ p ortal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 55 i 


u 


• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


jTraek *L£. 




Track history 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create How Chart for All my records. 
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Lost File Flowchart 


Less than 9 months More than 9 months 



In the UT final action letter, attach only the 9101 screen print of the subject 
235 (Cut and paste from CIS) to the last page of the UT letter. 
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APPENDIX I; ALIEN NUMBER ASSIGNMENT 
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A 
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PHYSCIAL FILES 

A 015-00D000 
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ADJUSTMENTS 
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A 025-999-999 
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A 002-000-000 

A £59-999-999 
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ADJUSTMENTS 

PBTCCIAL FILES 

A 070- SOL-203. 

A 070-527-200 
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PKYSCLAL FILES 

A 054-527-001 
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A 034-623-000 
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ADJUSTMENTS 

NOT ISSUED 
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NOT ISSUED 

A 300-000-000 
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ADJUSTMENT 
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APPENDIX J: 16 RULES OF CASE CREATE 


1 . Read the entire request, including all requester documents and case supporting documents. 
Look for specific language on the bottom of the G-639. What are they requesting? This will give 
you direction before you start filling in the worksheet. 

2. Search for duplicate cases before you fill out the worksheet. Search by A number, if 
provided, and the subject’s first and last name. Send any duplicate cases and/or documents that 
belong to a previous case (such as CSD’s, requester documents, or track changes) to the 
Research queue. 

3. Make sure we have valid consent, and VOI (DOB and COB). If not, close as FC, including a 
Discussion of your reason for closing it. If you have a question, consult a supervisor. 

4. Do not send out for requester docs if we have everything in rule 3. If you feel there are 
extenuating circumstances that require you to go out for additional information, you must get 
supervisor approval and case note the reason. 

5. Search PCQS every time. Use the “*” symbol to search for double last names. Example, 

Juan Rodriguez Martinez would be searched under last name as “rodriguez*” This will catch 
every last name that ends with Rodriguez plus all other last names, including names that are 
hyphenated. Also set the parameters in PCQS so that it searches at least +/- 3 months on both 
sides of the birthday. 

6. Cross-reference everything you find in PCQS with CIS. If there is a discrepancy between 
PCQS and CIS, seek out a supervisor for advice. 

7. Always check the date of entry on the request. Always do a Records Indexing staffing on 
subjects who entered prior to 1975. 

8. Always Staff, Redirect, or Refer cases based on what is responsive to the request, meaning 
what they ask for, and not necessarily what they provide. For example, if they ask for voluntary 
departure information in 1999, don’t staff for a receipt file just because they listed it on the back 
of the G-639. It is not responsive to the request. Always refer to the track 1 and 2 flow charts if 
you are unsure how to proceed. Make sure you are addressing all of the request. If they ask for 
a copy of their 1-94 and deportation records, you will need to RF them to CBP and include ICE 
information or vice versa. 

9. Always use the address listed on the G-639. If you cannot read the address listed on the G- 
639, or the address is from a consular office, or a congressional office, you may use the address 
listed on the G-28, or other documents in the request, such as an envelope. If you find no other 
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address, insert a Discussion and send the case to Unit Chief. Don’t forget to look for apartment 
or suite numbers, which are to the far right of Form G-639, and always double check the address. 

10. Make sure you are marking the correct track and it matches the category. Specific requests 
for 3 documents or less are track 1 cases. You must add the specific language on the request (or 
as close as possible to their language) to the track 1 acknowledgment letter. 

1 1 . Make sure you address any Track 3, expedited or fee waiver requests. FOIA/PA assistants 
may approve or deny Track 3 requests. You must send expedited and fee waiver requests to Unit 
Chief for approval, or denial, and a supervisor will return it to you to create the letter. If the case 
is being closed as a NR, RD, RF, DP, or NA, you do not mark it as a track 3, expedited, or fee 
waiver request. 

12. Do not staff for A files that have been lost for more than 9 months. Follow the instructions 
on the lost file flow chart. A files lost for less than 9 months should be staffed and pended per 
the instructions on the lost file flow chart, along with any other responsive files such as t-files 
and unconsolidated receipt files. Always remember to unmark the circular search field when you 
cancel a lost file staffing. Also, when you staff for additional files such as a receipt file or lost 
file, you must first uncheck circular search and hit save, then staff for the additional files, and 
then recheck the circular search field and hit save again. If you do not do this, the additional 
staffings will be marked as a lost file and the staffings will not get processed. 

13. You must e-mail a supervisor when you change tracks on a case. Just changing the track 
and hitting save will not move the case to the appropriate queue. 

14. Proofread your final action letters. Make sure what you are telling them makes sense. There 
are some final action letters such as FC letters and NA letters that you must change. 

Specifically, you will need to change the dates or you may need to remove certain paragraphs. 
You should not bold, highlight, or underline anything on any of the letters generated by FIPS. 

15. Every time you move a case from one place to the next, you should create a Discussion. The 
Discussion should describe what actions you took. The Discussion should be short and to the 
point, but adequately describe any important facts or issues such as “closing as NR, searched 
CLAIMS, CIS, PCQS, sending screen prints to be scanned as CSD”, or “Sending case to Unit 
Chief, NFTS is currently down”, or “Switched tracks from track 1 to track 2, e-mailed supervisor 
to move to proper queue”. Discussions are the first thing a supervisor reads and they should 
immediately be able to tell what actions have been taken in the case and what issue needs to be 
addressed. 

16. Unit Chief is not an outlet for questions and should primarily be used after hours when no 
supervisor is available, or when there are system problems such as NFTS or PCQS outages. If 
you are stuck on a case, please leave your cube and seek out a supervisor. Please call by phone 
only as a last resort, because it is harder to give the correct advice without being able to see all 
the facts. You must include a Discussion in any case you send to Unit Chief. The Discussion 
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must adequately describe the nature of the problem, or the supervisor will send the case back to 
you for clarification. 

I have read these rules and understand them. I agree to seek clarification with my supervisor if it 
becomes necessary to deviate from these rules: 


Signature: 


Date: 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

Any previous material distributed in FOIA Information Bulletins has been incorporated into this 
Guide. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant as “you,” or “Assistant,” 
and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS 7 open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS 7. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS 7 will not freeze or crash. 

You may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=> 
Preferences "=t> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and 
select “Only for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? The Chief of FOIA/PA Operations 
and your Supervisors direct how Paralegal Specialists, FOIA/PA Assistants and Office 
Automation personnel accomplish their missions. Through the Chief of Operations, Supervisors 
submit a new rule or procedure to the Chief FOIA/PA Program Officer. At the direction of the 
Chief Program Officer, Program Office may immediately amend the guide, or they may seek 
clarification from Office of Chief Counsel. After consultation, Program Office will either amend 
the Guide or propose a modified rule to Chief of FOIA/PA Operations. Major re-writes or 
revisions of the guide are subject to the final approval of the USCIS FOIA Officer. 

You, the FOIA/PA Assistant, may notice something in the Guide that is awkwardly worded, or 
contains a typographical error, or something that simply is not true. You contact your supervisor 
and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet page. 

When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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Record of Revision 


May 6, 2011 

Paragraph 7.1, Consent of Parents or Guardians, of the FOIA/PA Assistant's 
Guide has been changed (changed portion is underlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. N o consent is necessary from 
the minor child or the. person judicially, determi^ 

p a r e n t / g ua r d i an must provid e h is or h e r ow n v e r i fica t i o n o f i de n tity th a t i s notar i ze d or 
signed .under penalty, of peijuiyJ.6.C,F,^ The case processor will have to 

request more information if he or she cannot determine parentage or guardianship within 
the file. 

Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant's Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS . Therefore, if the A-file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant's Guide has been changed (changed portion is underlined) : 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files. including T-Files, wherever they may be, 
includingJ^C) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 


APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide. 


APPENDIX I: ALIEN NUMBER ASSIGNMENT has been added 

to the FOIA/PA Assistant’s Guide. 


May 13, 2011 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows ( added 
portion underlined deleted portion stricken through) : 

When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Open a P^\FAGS («of/^4Ay4GA / G/^ staffmg'Slot only. G!'iok on 
“Customize Letter" Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents 
responsive records for the case number you have just created, attach it to the screen prints 
and take those to the OA room for scanning as CSD person designated to scan PvAF AGS - 
only responsi ve records. Pend the ease prepare a Final Action Letter with closing code 
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NR. Insert a Discussion outlining the systems you searched and stating that you have 
sent the documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows (added 
portion underlined deleted portion stricken through) : 


12.7.12 Receipt files 

12.7.12.1 Do not request receipt files from any offices other than one of the five Service 
Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For example, 

* I I etc., are not receipt files we 

can request. 

12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. If the requester specifies a receipt file, search NFTS 
and staff for that receipt file OR if the receipt has been consolidated into an alien file. 
staff for that alien file. 


12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
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the box “Responsive Records” and take to person designated to scan RAFACS- 
onlv responsive records. Pend the case. 


12;-7;12'i4-lfther&'iS'noi»format?Qnabeut-ther'eeeiptfilei'PrWTS ; 'regardlesS'Ofthe 


rsroS, i.v. . ACiKo- t-a/~*eu rvf . r\i imfx or ... xl A ofa . +L o . r\v\m or of fLo rao^int . ft lo . art A . r> or hex m 

piviiA ui liiv iwvipt numavi, y \ j\-i onuuiu Jiaii tu mv uvvuvi v/x uiv lvvupi mv unu paotv 111 


theGLAtJvlSsereen.ThisiafaraiationeanbelQeatedontheGLi^IMSiriquirysereeri 
upper right haBd eomeFv The GLAMS screen will show ‘‘owned by .” 


New paragraph: 


12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


May 27, 2011 


Paragraph 6. 3.4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: (changed 
portion in red) 

As it used to read: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and follow return 
procedures. 

Updated Paragraph: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are creating 
does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible Genealogy 
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d. Send an email to the designated person who handles genealogy cases (currently Donna 
Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case Create to send an 
acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the requester to the 
Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

As it used to read: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA MSC/NBC file request. Do not request DIG T-files at HBG with RPC codes XX 
or ZG. Refer to the Staffing Sheet Guide for the most current information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). F or r ece ipt fi les a t HBG , u se t h e 
NON-FO IA HBG file re q uest. Do not request DIG T-files at HBG with RPC code s XX, XY , 
Z G, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most current information. 


June 10, 2011 

The wording of paragraph 28 of the FOIA/PA Assistant’s Guide has been changed as follows: 


Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 


All Congressional Requests and Appeals are pulled out of the in-coming mail and handled by a 
supervisor. If you encounter a Congressional Request or an Appeal in Records Locator queue 
that was not previously addressed; send an e-mail to NRC, FOIAMSB mailbox, include the 
control number and alien number of the case and specific instructions as to what needs to be 
done. Put the case in Unit Chief. FOIA/PA Assistants assigned to mail will place the mail in the 
MSB or Appeals bin. 
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Here is the new paragraph: 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. of 
this section, however, if you feel that you have a true congressional request or appeal, control the 
case, put the case in Unit Chief, and e-mail your supervisor the control number. A supervisor 
will either send the case to SIG or return the case to you for staffing. 


b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


July 8, 2011 


A new flow chart for Lost File procedure has been added to APPENDIX Hi 
CASE CREATE FLOW CHARTS in the FOIA/PA Assistant’s Guide. 


Additionally, in paragraphs 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 

12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 


Paragraph 6. 1 . 1 . 10 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Old version: 

6.1.1.10 If the only evidence of an attorney is an envelope or letter, but there is not a duly 
executed Form G-28, create the case using the name and address of the requester in Section 2, 
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“ Requester Information .” Do not use the address on the envelope or letterhead. 

New version: 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of the 
requester in Section 2, “ Requester Information ” Do not use the address on the envelope, or 
Form G-28 or letterhead unless the requester did not use Form G-639 or unless Section 2 of 
Form G-639 is illegible. If the address on the G-639 is a foreign consulate office, or is a 
congressional office, you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you can find no other address, insert a case note and send the 
case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at the 
right side of Form G-639. 


The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the FOIA/PA 
Assistant’s Guide: (old text lined through, new text in red) 

This does not include instances in which the requester has faxed the request and then mailed 
it. If you open a case and find that the exact same request has very recently been created, 
chances are that you have opened the mailed copy which followed a few days after the fax. 
Clos e this cas e as ER (cr e at e d in e rror). Do not create such a case. Click “Send to 
Research.” That case will go and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar 
case, your search will be complete. If the requester did not provide an alien number, you 
may search by the subject’s last name and first name, or even by the requester’s last name 
and first name. You may use a percent sign (%) as a wild-card for these searches. For 
example, if the requester’s name is Jaime Vazquez, but you see he also has spelled his name 
Vasquez - you can search by Subject Last Name “Va%” and Subject First Name “Jaime.” 

Further on within paragraph 6.4, in the examples, there are two more changes: 

Cr e at e a Final Action L e tt e r and s e l e ct final action cod e ER: Cr e at e d in Error. Aft e r this, 
s e nd th e cas e to Up front Approv e r Do not click “Create Case.” Click “Send to Research.” 
You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
“Similar Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Inst e ad, clos e this cas e as ER (cr e at e d in e rror ) Do not 
click “Create Case.” Click “Send to Research.” 


August 30, 2011 

We have added a new paragraph 8.23 to the FOIA/PA Assistant’s Guide, as follows: 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. It is likely that the adoption never happened. If that is the 
case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 


September 16, 2011 


The following new bullet has been added to sub-paragraph 12. 1. 1.6, “Blued-in information” of the 
FOIA/PA Assistant’s Guide: 
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Comments may be important because a File Control Office may not be able to change a file 
location to “LOST” in NFTS. When that happens, the records person at the FCO will notate 
in Comments that the file is lost. If that is the situation, please refer to the Lost File Flowchart 
in Appendix H of this guide. 
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1. THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 


2. THE PRIVACY ACT 


The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statue became effective September 27, 1975. 


3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The requester may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4 . 

Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and consent to provide the record and who is entitled 
to what. The most common types of requesters are: 

• First party requesters, that is, the alien himself or his designee, attorney or representative, 
are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CONSENT RELATING TO RECORDS CONCERNING A 
MINOR OR PERSON JUDICIALLY DETERMINED TO BE INCOMPETENT” in 
this guide. 

• Third party requesters, that is, an individual seeking a copy of an alien’s file without the 
subject of record’s consent, are entitled only to documents of a public nature or 
documents they provided in support of an application/petition. Please refer to the section 

• Media requesters are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 


18 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 9/15/2011 


WHO CAN MAKE A FOIA REQUEST? 


3297 



5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the a-number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 
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WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 
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This screen is the introduction to TeleView. From this screen use the designated UserlD (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 
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5.1.2 Tele View Main Menu 
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MM 7:25 AM 


The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 
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This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5. 1 . 4 CIS Main Menu 
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This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the A-file. 
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5.1.4.1 Search Menu Screen 
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From this search screen a decision is made as to how to begin a search for an individuals records. 
The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-number, certificate number, social security number, passport number ect.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 

Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1.4.2 Search by A-number (9101) 
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PF2 PRIOR CONS A# PF3 REFRESH PF4 RETURN PF5 HELP PF6 MAIN MENU PF8 HISTORY 

PF9 EAD PF11 EOIR 
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tchboard ; g§| Input F#n ; 


.esGiurceGuide:.: 


3:03 AM 


In the ID# field enter the appropriate prefix with information (A = a-number, SS = social security 
number, PP = passport number, C = naturalization certificate number and 
I = 1-94 number). If there is information in the system on the subject it will populate in the fields 
below the ID#. Pay special attention to the legend at the bottom of the screen specifically PF8, 
PF1 1, and any information listed under (other information). By pressing PF8 the history menu is 
displayed. This screen holds chronological information about actions that have been taken or 
changes in the subject’s immigration status. The PF1 1 screen shows EOIR (Executive Office of 
Immigration Review) information. The significance of this screen is it holds information about 
ongoing or closed deportation proceedings. In the section of the screen listed (other information) 
different acronyms may appear such as: CARD, EADS, RAPS and DACS. For additional 
information on DACS please see Chapter 3. 


5. 1. 5 Sounds-Like Name Search ( 91 02) 
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: gfe : : ; Edi t : : : iSeSSiOH: : : : Tf Snsfer : : : :FfOgraft:l : : : Opt36riS : : ; WntioW : : : Help 



CIHSND 

COMMAND: 


inrilGRfiTION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - "SOUNDS LIKE” SEARCH 


fk 


- ai xj 


10/18/05 

10:09:04 


: LOST NAME: 
FIRST NAME: 


(40-CHARS MAX) 
(25-CHARS MAX) 


LAST NAHE HATCH 
FIRST NAHE HATCH 
PREVIEW NAHE 


(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 
(Y/N) 


EXACT DOB: 
DOB RANGE: 


(HHDDYYYY) 

(DATE RANGE - YYYYR; YYYY-YEAR, R-0-9) 


COB: (S-CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (HMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO : (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (H/F) 

'LAST NAHE IS REQUIRED FIELD. OTHER FIELDS ARE OPTIONAL. 

SPECIFY SEARCH CRITERIA, PRESS ENTER TO INITIATE "SOUND LIKE” SEARCH 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


tehboahd;: 


I) Input Form 


W\ CISResourceGuide ;; j| 


iS"): 9:09 AM 


Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5. 1. 6 Exact Name Search (91 03) 


A 26 a pap p sj p ai pp i 


i|| fiteh Edit : ' i ;Sessten ; ; : Tt ransfei i : ; Program i i ; :6ptilns: i • Wlridew : : :htetp: : 


BSUiBUiE 


CIHEXfl 
COMMAND: I 


jrflD 

l: IS: 


*00 

m 


Ipn 


¥& 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 


12/15/05 

08:44:21 


* LAST NAME: 
* FIRST NAME: 

MIDDLE NAME: 

EXACT DOB: 
DOB RANGE: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(25-CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

(5-CHARACTER COUNTRY CODE) 

(5-CHARACTER COUNTRY CODE) 

(3-CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(3-CHARACTER FILES CONTROL OFFICE CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PFG MAIN MENU PF9 SOUNDS-LIKE SEARCH 


ptonDoc M ||| Mrcdtall on ‘Nrcir. . . W] ClbResourceGuide , 


lillt P : i 7:47 AM ; 


9103 is the primary screen used when performing a search based on the subject’s name only. The 
information displayed will be an exact name match. 
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5. 1 . 7 Alias (AKA) Name Search (91 04) 


*XvF^>x*X\\vFX^%<vFXvFFFf: 




H Fite : Edit • • : Session • : Transfer : : Program • : • OpSore • • • Window : • • -Help: • 

m 


m 


M 


CIMAL I 
COHHRND : 


IMMIGRATION RND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ALIAS (AKA) NAME SEARCH 


AKA/NEE LAST NAME: 
AKA/NEE FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40-CHARS MAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO MATCH (0-95) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


EXACT DOB: (MMDDYYYY) 

DOB RANGE: (DATE RANGE = YYYYR; YYYY=YEAR, R=0-9) 

COB: (5 - CHARACTER COUNTRY CODE) 

COC: (5-CHARACTER COUNTRY CODE) 

POE: (3-CHARACTER PORT OF ENTRY CODE) 

DOE: (MMDDYYYY) 

COA: (3-CHARACTER CLASS OF ADMISSION CODE) 

FCO: (3-CHARACTER FILES CONTROL OFFICE CODE) 

SEX: (M/F) 

YOU MAY REQUEST H SEARCH ON FIRST-NAME-ONLY ALIASES, ON LAST-NAME-ONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONHL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 


CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PFG MAIN MENU 


NllMOVft 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5. 1. 8 Sounds Like Name With Date of Birth (DOB) Search (91 06) 



HUM OVR 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5. 1. 9 Card Search (9222) 



MOTHER’S NAME: EDWINA FATHER’S NAME: ZACHIUS 

CARD PORT OF ENTRY: BAL 

CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 
3278 



The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing Card information. 
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5.1.10 File Transfer Display (9504) 




f| Me E<Jit Session IransEer Mograni; Slptocs SfoKtw gelp 




/dp 

m 

/dp 


mm 

mm 

mm 



it 


CIMFTD 

IMMIGRATION AND NATURALIZATION SERVICE 

08/01/06 

COMMAND: SHH 


CIS - FILE TRANSFER DISPLAY < FTD) 

11:33:03 

R#: NRHE 

: TAYLOR 

:::::::::::::::::::: :j 

FRANCIS DOB: «« 

PREVIOUS 

FCO 

BAL 


FCO CREATING SUBFILE: 


CURRENT 

FCO 

NRC 


SUB FILE CREATION IND: 


REQUEST 

FCO 

NRC 




FILE LOCATED 

IND: 

: C (FILE TRANSFER COMPLETE) 


DATE 

FTR 

: 01242006 (MMDDYYYY) 

ACCESSION NUMBER: 

0000 

DATE 

FTI 

: 61242006 


INS BOX NUMBER: 


DATE 

FTC 

: 02022606 


REQUEST NUMBER: 


PERSON/ACTION: 



2ND REQUEST DATE: 






3RD REQUEST DATE: 


YOU MAY REQUEST A 

DISPLAY OF ANOTHER 

A-FILE 

BY KEYING A DIFFERENT A- 

NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS 

MENU 

PF5 HELP PF6 CIS MAIN 

MENU 
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: MUM OVA; : 







The main purpose of the 9504 screen is to check the location and movement of files. This 
screen’s primary use as it relates to FOIA is that it will be used in conjunction with NFTS in the 
case create function. The following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTF File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 




;|| Jyfe Edit £m«tt Irtms&r Efi>gram. SpBotts grip 



- 1 * 1*1 


IDtlS DC258002 V77 ENTER PASSWORD 

IDUS DC258003 V77 USER NRC0291B SIGNED ON LTERH VTNLT159 RT 08:37:43.64 06.258 
TSS70O0I NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y = J479 IDHS 
TSS70G1I Court t= 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


RUMQV8; 


The Tables section contains a wealth of informational codes that can be of assistance in making 
a decision about the subject of the request, such as Class of Admission. To get to this screen 
select the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 

Tables Menu Screen 
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5.1.12 Tables Menu 



Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 
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5.1.13 Tables Information Screen 


wm mm mmmm 


File Edit, Session Transfer jji&gram Options Window ijjelp 


m an ifis 


i TBXTBINF 


INS STANDARD TABLES 

DATABASE FACILITY PAGE 09/15/06 



TABLE INFORMATION SCREEN 0001 08:46:07 

I COMMAND ---> 


(SE LHU, VfiDRD , LODflD, VflINF , OR LOINF) | 

SEL ONE 

TABLE ID TABLE TYPE 

TABLE DESCRIPTION 




! Hi ■■■ 



AFAC 


VAL 

CIS /AFAC FCO CODE TABLE 


A IRX 


LOC 

INTERNATIONAL/ MUNICIPAL AIRPORTS 


ASC 


LOC 

APPLICATION SUPPORT CENTERS 


ASIL 


LOC 

ASYLUM INTERVIEW OFFICES 


ASYL 


LOC 

ASYLUM OFFICES 


BPHQ 


LOC 

HEADQUARTERS 


BPHX 


VAL 

BORDER PATROL SECTOR CODES 


BPSH 


LOC 

BORDER PATROL SECTOR HE ADQTRS 


B PS T 


LOC 

BORDER PATROL STATIONS 


BPSX 


VAL 

BORDER PATROL STATION CODES 


CCD I 


VAL 

INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 

PF 2 

PF4 

PF6 PF8 


PGFRWD 

PGBWRD 

PREV SCN 

MENU EXIT 

TB1O0O43 - 

SELECT ONE 

RECORD 

OR TRY OTHER 

FUNCTIONS 
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urn DVR: 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 




:||j £il& Edit transfer &>>grm Qpte S#d«w gdp 

Burin M$M iiiisy 


m\mm =a 

■& jig: i£g| H W* 


TBXVfilNF 


INS STANDARD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


PAGE 09/15/06 
0014 08:56:10 


conn AND ---> 
TABLE-ID: ADJX 


(SELNU, VADAD, LODAD , TBINF , OR LOINF) 
TABLE DESC : ADJUSTMENT OF STATUS CODES 


IB7 

IBS 
IC6 
IC7 
ID6 
I F 1 
IF2 
IRO 


VALID CODE 

IB7 

IBS 

IC6 

IC7 

ID6 

I F 1 

IF2 

IRO 


TABLE TEXT 

SLF-PETITION CHILD OF USC 

CHILD OF 186 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF 


CHILD OF CITIZEN 

ORPHAN ADOPTED ABROAD BY CITZ 


PF1 PF2 PF 4 PF6 PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 

I TB1 00043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


Read the screen in its entirety for navigation instruction and additional information. 
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5.2.1 Introduction 


The Computer Linked Application Information Management Systesm (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 Teleview Introduction Screen 



WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing and using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 

CCCCCCCCC 02R1 


cc 


TTTTTTTTTTTT 



VV 

VV 





cc 

dm 

TT 

EEEEEE 

LL 

EEEEEE 

VV 

VV 

II 

EEEEEE 

WW 

WW 

cc 

no dd 

TT 

EE 

LL 

EE 

VV 

VV 

II 

EE 

WW 

WW 

cc 

no Ad 

TT 

EEEE 

LL 

EEEE 

VV 

VV 

II 

EEEE 

WW 

W WW 

cc 

dd dd 

TT 

EE 

LL 

EE 

VV VV 

II 

EE 

WWWW 

WWWW 

CAACCCCCC 

TT 

EEEEEE 

LLLLLL 

EEEEEE 

VVV 

II 

EEEEEE 

WW 

WW 


AACCCCCCA 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 
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CAPSNUMOVR 


This screen is the introduction to TeleView. From this screen, use the designated UserlD 
(NRC####A) and Password to sign onto the database. 
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5. 2. 3 CLAIMS Selection Screen 




Edit ; Session ; Transfer ; : Program i i options pride w Help 


m m ira 


103 ? 


/an 

m 


mm 

m 


I gpf 


lr?Hi 



: : j ^.L.™ : 




| COWHANDS 

ENVIRONMENT 

HELP 

EXIT 

MODEL 

: LUO -2/2 

DAL CA-TELEVIEW 

4,4 

USERID: NRC72G8A 

LUNflH E 

:: J5NRC2AE 



ESCAPE: PA1 

COMMAND ====> 6 




Sesnum 

System 

Application Status 


Remarks / Description 

1 

HELP 

Avai lable 


TeleView Help Facility 

2 

MSG 

Avai lable 


TeleView Message Facility 

3 

NEWS 

Available 


Help & News Menu 

4 

J 4061 DM S 

Available 


RAPS-APSS-EOIR 

5 

J427IDMS 

Available 


FOIA/NACS/STSC/M FAS/RNACS 

IB 

|J479IDM S I 

1 (Available 


(claims 

7 

J427CICS 

Avai lable 


DAL ROPES 

8 

J504CICS 

Available 


WDC ROPES 

9 

J 5371 DM S 

Available 


AR11 

10 

J534IDM S 

Avai lable 


CIS 

11 

J527IDM 2 

Avai lable 


PICS/ADMIN SYSTEM S/DRCS 

P FI = HELP P F 3 = END 

P F 7 = PAGE UP PF8= PAGE DOWN 

P F 9 = 

NOTEPAD P F 1 0 = ERASE NOTES 
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1 igli lllll;li liii! 


The number selected to access CLAIMS can vary for each computer. 
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5. 2. 4 CLAIMS Function Screen 


IliiSf 


£|[ Rile ; Edit Session ;Iransfeir ;Brograrn: ; Options: ; Window i 




Alsfxl 


■fill 


m M iim 


<'4 


m 


cm 




IDHS DC258002 V9 ENTER PASSWORD 

I DM S DC258QQ3 V9 USER NRC72Q8A SIGNED ON LTERH VTH LT5Q6 AT 08:54:22.05 05.349 
TSS7000I NRC7208A Last-Used 15 Dec 05 08:51 System=02Rl Fact l i ty=TELEVIEW 
TSS7001I Count=08208 Node=Fail Lockt ime=None Name=TIFFANY ROSS 
V9 ENTER NEXT TASK CODE: 


«aa 


Si 


7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in claims and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 


Wk&\ 


Rile ; Edit Session i Transfer : Qrogrm: \ Options: ; Jj/jndow i Help 




.J.5l.*f 

_ Ifi 3 ! x| 


;fi|| 


1111 lisffi 


m 


A3D 


cm 


» 


FSXH NEWS 


CLRIMS MRINFRRM E SYSTEM 
NEWS SCREEN 


12 / 15/2005 

08:55 


WELCOME TO THE COMPUTER LINKED RPPLICRTION I N FORM RTI ON MRNRGEMENT SYSTEM 

{ C L R I M S } 

WWW WWWW turifrt WWW* WWW* WWWW WWWW WWW* wwww wwww 


PRESS ENTER TO LOGON OR PF8 TO EXIT 


PF8 

LOGOFF 


HUMOVR 


Press enter from here to get to the logon screen. 
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5. 2. 6 CLAIMS Logon Screen 


mmm :mm 

- l&l xj 

*M 


12/15/0005 
LOGON 08:56 

LEGR LI ZfiTI ON NOTICE OF CONFIDENTS LITY 

SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS, 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED IN 
VI I0LATI0N OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 


IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE, 






File Edit session Transfer Program Options Window Help 


■fill 


ill MM 


/an 


in! 


FSXMCLMS 


CLAIMS MAINFRAME SYSTEM 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. 
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5. 2. 7 CLAIMS Main Menu Screen 
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From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5. 2. 8 Inquiry Screen, searching with a Receipt Number 
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On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2 9 Searching CLAIMS using a Name and Date of Birth 
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You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” searches. If you do not immediately find a receipt, you should also search 
by alias names and variations of the name. You may also search without the birth date. This 
may have the results you are looking for depending on how common the name of the subject. 
Searching using the birth date will narrow the findings. 
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If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” For example, if you type “3”, the detailed information relating to receipt number 
i i will be displayed. 
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5.2.10 Searching with the A-Numher 
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You may search by A-number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-number, you will not have to worry about it. Note: if you search by A-number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner ’s Name 
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You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name, the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


(b)(7)(e) 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 
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The receipt information gives the name, date of birth, A-number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: IBS1) 
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The top right corner of the screen shows the owner of the file, this may help in determining 
where to request the receipt file, especially if the receipt information is not in NFTS. This 


receipt begins with SRC, but that does not matter for staffing - the OWNER would be where you 
staff. 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, or transferred, it may make a 
difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history, press the F4 key to return to the previous screen, and enter F 1 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 10 on page 2 of the results, enter “10.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 


NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO), The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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(b)(6) 


(b)(6) 


5.4. Person Centric Query Service (PCQS) 

PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DoS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to https://pcq.esb.uscis.dhs.gov/ and click on the Users Guide 
link below the Warning. 



: 1 



5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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6. CREATING THE CASE 


FIPS 7.00.90 - 07/28/2010 v Work Queries 

[Case 

: iCase Creator ■ 7 k H H 1 \ 

Workflow Queries ^ 

Available Cases 



flPS ".CCi./S - C3/0$/iG: :• Work Queries Attwe • Standalone. Search: • Office: flAl/ Cliaage: Office . ooteatt- Lcgoot <?. 



On the FIPS worksheet under the header “Contents,” you will notice that usually Sequence 1 is 
the “Request Letter” and Sequence 2 is usually “Request Supporting Documents.” There will be 
a date and time in the right column. 
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Sometimes the request will be Form G-639 only, sometimes it will be the G-639 and a G-28, 
Power of Attorney, sometimes it will be a letter from an attorney or representative and a G-28. 
Sometimes it will be a letter from the subject of record. At times, there will be documents 
scanned in, such as alien registration card, driver’s license or other forms of identification. Other 
documents you may see can include miscellaneous screen prints or memoranda. You should 
view (almost) all documents scanned in FIPS in the Request Letter and Request Supporting 
Documents slots before you create the case. 

During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 



You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: 
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6.1 REQUESTER INFORMATION 
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6 11 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 Do not use all capital letters in names. 

6. 1 . 1 .2 Do not use professional titles, such as Doctor or Reverend in the requester 
information. 

6. 1 . 1 .3 You may use Jr., Sr. or II, III, etc., if the requester or subject uses it on the 
request. 
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6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
requester on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attomey/representative of the company. 

For example, if your request comes in on a G-639 and the name of the requester is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens & Baker” as the requester name. 

6. 1 . 1 . 5 Do not hyphenate names. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the requester is not clear 
on the request letter, check the supporting documents for a Form G-28 for a clear copy. 

6. 1.1.7 Add a period after the middle initial. 

6. 1.1. 8 Rescinded. If th e subj e ct do e s not provid e a middl e nam e or initial, e nt e r 
“NMN” in th e “Middl e ” fi e ld. 

6. 1.1. 9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. You might look at the mother’s and father’s last names, if provided. If you 
are unsure, contact a supervisor. 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of 
the requester in Section 2, “ Requester Information .” Never use the address on the 
envelope, or Form G-28 or letterhead unless the requester did not use Form G-639 or 
unless Section 2 of Form G-639 is illegible. If the address on the G-639 is a foreign 
consulate office, or is a congressional office, you may use the address listed on the G-28, 
or other documents in the request, such as an envelope. If you can find no other address, 
insert a case note and send the case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6.1.1.11 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 
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6. 1 . 1 . 12 Do not use special characters, such as “&” and “#” in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), 
=,+, [,], {, }A<, >, or/. 

6. 1 . 1 . 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
The requester’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1.1. 14 If the requester does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Send an e-mail to your supervisor and assign the case to Unit 
Chief. 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The requester’s name is always the first line. 

6. 1 . 1 . 17 If an attorney represents the subject, the first line of the address should be the 
name of the law firm the attorney is affiliated with, or, Attorney at Law, or “c-o” and the 
law firm name or the name of the attorney. 

6.1.1.18 If the address is foreign, you must check the box marked Foreign. This will 
change the format of the worksheet to include the Province and Country. You must 
complete these fields to ensure proper delivery. Before pending this case for any further 
action, please check the “Print to CD” box and add a Discussion note that you did so. 

The following places are NOT foreign countries: 

American Samoa 
Guam 
Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 

59 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 9/15/2011 


3338 



U.S. Virgin Islands 
Wake Island 
Micronesia 


A foreign address may be very long, and you may have to consult a supervisor to 
complete the address field correctly. 

6.1.2 Requester Search/Entry. To locate and select existing requesters or to enter new 
requesters, click the Requester Search/Entry link to open the Requester Search Form. To 
search for an existing requester, click in one of the available fields in the Requester Search Form 
and begin entering pertinent information. When searching for a requester whose last name is 
Smith, for example, click in the Last Name field and enter a portion or the entire last name. After 
you have entered enough information, click Search to locate requesters with matching 
information. 



If you get any matches to your search, you will see a screen that looks like this: 
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If any of those requesters are a perfect match for your requester, you may “Assign this 
Requester” by clicking on the icon to the left of the name: 


| Search Requester 
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Cancel 


And it will populate the requester information like this: 
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6.1.3 Add New Requester. If you do not find a match, you will have to add a new requester by 
selecting Add New Requester: 



(b)(6) 


When you click Add New Requester, you will get a dialog box that you fill in. You will enter all 
information, decide if this is a Frequent Requester, and then click Save. 



6.2 SUBJECT INFORMATION 

After saving, look to see if this is a self-request. If so, you can copy the Requester Information 
to the Subject: 
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(b) (6) Requester Information 
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Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. 
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First Middle Last 
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A-Number 

Topic 


uump 


6.2.1 Name 

Enter the subject’s name, as it appears in section 5 of Form G-639 (except in the case of a 
petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 
This is usually the name in the subject portion of the Form G-639, or in the subject line of 
the request letter. However, if the requester is asking for a petition he or she filed on 
behalf of a beneficiary, then that document will be a separate receipt or it will be in the 
beneficiary’s file, not the requester’s file. In situations like this, the subject information 
would be that of the beneficiary, not the requester. 

6.2.2 Alien Number 

In the alien number field, enter your subject’s alien number, as provided on the request, 
as an eight-digit or nine-digit number. 

6.2.2.1 You should always check the A-number in CIS to be sure it belongs to the correct 
subject. Once you have established that it is the correct A-number, copying and pasting 
the A-number will save you from making a typographical error and inadvertently staffing 
for the wrong file. 

6.2.2.1 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma. 

6.2.2.3 If you have created the case and you see less than eight digits in the A-number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 
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6 . 2 . 2.4 Please do not enter the A-number if the requester is a petitioner asking for a copy 
of an unconsolidated petition, as it will result in a bad staffing. 

6.2.2.5 If the requester is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-number of the 
beneficiary, since we will request the beneficiary’s A-file. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

6 . 2 . 3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 

Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 

6 . 2 . 3.2 Enter the receipt number with no dashes or spaces. This format assists the 
Mission Support Assistants in locating the files and in locating the cases in FIPS when 
the receipt files come into the facility, and it will make it possible for case creators to spot 
duplicate or similar cases. If you are requesting multiple receipt files from the same 
facility, use only one file request. See Staffing Sheet Guide for more guidance. 

6 . 3 . 2.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See CIS Personnel Information for 
more information on handling personnel related requests. In other types of situations, put 
as much of the pertinent information in the description line as space will allow. You may 
need to modify the acknowledgement letter. 


6.3 CASE SPECIFICATIONS 
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6.3.1 Track 



6.3.1.1 Track 1 - Requests for receipt files and requests for partial records such as a 
specific document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should create under category Alien File 
and assign to Track 2). 

6.3.1. 1.1 Please select the category Specific Documents and make the case a 
Track 1 . The first paragraph of the acknowledgement letter sent to the requester 
must contain the following paragraph: 

We respond to requests on a first-in, first-out basis and on a multi track system. Your 
request has been placed in the simple track (Track 1). You specifically requested [enter 
specific document information here]. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only the 
documents you specified. 

6.3.1.1.2 Continue to create the case in Track 1 as Specific Documents. The 
requester may write back later responding that they need the whole file, and a 
FOIA/PA Assistant working in Records Locator queue can change it to Track 2 at 
that time. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, asylum or refugee requests, and 
requests from news media or special interest groups. 

If the request has “all records” checked and lists more than three documents on the G- 
639, please select the category Alien File and make the case a Track 2. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requesters must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 
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■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6 . 3 . 1 . 3.1 A supervisor will review all incoming FOIA requests and identify Track 3 
requests. The supervisor will verify that necessary documentation is present with the 
request. There should be an attached cover sheet indicating to the case creator 
whether the request for Track 3 is approved or denied. 

6 . 3 . 1 . 3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6 . 3 . 1 . 3.3 Before you create the case, look at the documentation. Sometimes you will 
find a reference to a current, open case which the requester wishes to upgrade to 
Track 3. After you verify that the case is open, you may simply click “Send to 
Research” and you are finished with the case. 

6 . 3 . 1 . 3.4 Requesters will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A requester could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to ‘‘Expedited 
Treatment” in this guide. 

6 . 3 . 1 . 3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
requesters. 

6 . 3 . 1 . 3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 
Follow the instructions on the cover sheet attached to the request. If there is no cover 
sheet, do not mark either box. 

6 . 3 . 1 . 3.7 If the requester specified Track 3 processing but the request does not have a 
cover sheet, please create the case. If you have a request for Track 3 and you see that 
we have a future court date provided in the request, prepare your response according 
to the Track 3 Ack Letter found in 

0:\Foia\ F QIA^ L IBRARY\Case ^ Create^References\ Ca seCreate^Template ^L etters 

6 . 3 . 1 . 3.8 If the requester did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 
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6 . 3 . 1 . 3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6 . 3 . 1 . 3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” at 
the top of the file request. 

6 . 3 . 1 . 3.11 If the requested file has already been scanned because of a prior FOIA 
request that has now been resubmitted for Track 3 processing, do not create the case. 
You should send the case to Research, where they will attach the new request to the 
existing case as a CSD. If Track 3 processing has been approved, you have to change 
the track on the original case to Track 3 and add a Discussion to that case explaining 
why. 


6.3.2 


Type 

Type : 


Privacy Act Request h 
i Referral FOIA Request 
| Referral Privacy Act 
| Privacy Ad Amendment 
Referral PA Amendment 


Always select FOIA. It will be incumbent upon the processor to verify the status of the 
alien, and to change the case type if necessary. 


6.3.3 


Source 


Source * 


M 


Attorney' 
Commercial 
Education/Scientific 
F ore i g n Gove rn merit 
News Media 
Others 



White Ho uss/Corq ressiona! 


The source of the request is, quite simply, who is making the request. Is the requester the 
individual or an attorney or representative speaking on the alien’s behalf? Is it a request 
from the media or a true third party requester? Below is a list of possibilities for 
requesters: 


• Attorney - The requester is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 
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• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The requester of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The requester is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the requester will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 


If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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6.3.4 Category 


! Alien File 

j Align f ile? 

: Appeals 
I Asylum 
: Child Support 
:Cih2€nshsp National Rgvfe*: 
i Consultation 
i Contract 
Debts Owed 
iiOuai Cihatcship 
Family History 
iHaitlan Refugee Immigrabo: 
I Handbooks, Manuals 
: Inhen canee 
I Internal Audit 
I |n v as hga bo ns 
I Legal Immigration & Family 
iligalliatlon/Admlf'i Appeal 
! Medical History 
: ugk Addresses 
; Nicaraguan R Central Arne* 

• Non v a u Fde Ida t e n el 
(other 
I Pensions 
I Personnel 

i Proof of Naturalization 
: Referral 

(sfr. cases at nrc 
I Spec ial Inheres f Croup 

vxwxvxvxw-e:<«^ 




l Waste, Fraud, Abuse 


There are 30 different categories of requests. However, the most commonly used 
ones are: 

6.3.4.1 Alien File - The requester is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 195 1 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 195 1 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 
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6.3.4.2 Specific Documents - The requester is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case, and vice 
versa. As a rule, you should create a case as Specific Documents if the requester 
is asking for up to three documents. If a requester is asking for an asylum 
application and supporting documents, you should create it as Alien File. (Refer 
to the section “What track is my case? ” that follows.) 

6.3.4.3 Personnel - The requester is seeking information relating to USCIS 
personnel matters. 

6.3.4.4 Special Interest Group - Requester(s) are seeking information relating 
to special interest requests such as news media requests, highly visible or public 
interest cases. We receive this kind of request from members of the media, 
activist groups, watchdog organizations or educational institutions. The 
documents requested are normally associated with a controversial or sensitive 
subject. 


6.3.4.4.1 Select “Special Interest Group” if any of the following criteria 
are met: 

a. The FOIA request relates to a Presidential or agency priority; 

b. The FOIA requester or requested documents will garner media 
attention or is receiving media attention; 

c. The FOIA request is for documents associated with meetings with 
prominent elected, business, and/or community leaders; 

d. The FOIA request is for congressional correspondence; 

e. The FOIA request is from a member of Congress; 

f. The FOIA request is from a member of the media; 

g. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 

h. The FOIA request is for documents associated with a controversial 
or sensitive subject; 

i. The FOIA request is for documents associated with a senior 
official of the component; 

j . A FOIA appeal if it meets one of the “a” through “i” criteria; 

Items listed above are suggestive and not exclusive - exercise judgment 
when marking cases with category “Special Interest Group.” 

6.3.4.4.2 If you believe a request qualifies as a Special Interest Group, 
choose that case category in FIPS, change the office from NRC to COW, 
search for duplicates and then create the case. Do not create a file request 
or an acknowledgment letter. Prepare an e-mail explaining the situation 
for NRC, FOIASIG . Click “Reassign Office.” Send the case to Unit 
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Chief. A Special Interest Group (SIG) processor will create the staffing 
and acknowledgment letter. This enables the Special Interest Group 
(SIG), responsible for special interest cases, to create a report and 
determine whether the case is actually a Special Interest Group case and 
report it accordingly. If the case creators do not mark Special Interest 
Group cases properly, we have no way to track and report these high 
visibility cases. When in doubt, choose the Special Interest Group 
category in FIPS. The Special Interest Group will sort it out later. If you 
have questions or need to send information regarding SIG cases to the 
Special Interest Group, their e-mail address is: NRC. FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 

6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

a. Naturalization Certificate Files (C-Files) from September 27, 
1906 to April 1, 1956. 

b. Microfilmed Alien Registration Forms (AR-2), from August 1 , 
1940 to March 31, 1944 and Alien Registration Forms from 
March 31, 1944 to April 30, 1951 in A-Files. 

c. Visa Files from July 1, 1924 to May 1, 1951. 

d. Registry files from March 2, 1929 to March 31, 1944 and 
Registry records from April 1, 1944 to April 30, 1951. 

e. A-Files numbered below 8 million (A8000000), and documents 
therein dated prior to May 1, 1951. 

The case is not Genealogy unless it meets one of the above criteria. If the case 
you are creating does meet the criteria for Genealogy, create it as OTHER then 
do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an 
acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a 
possible Genealogy 

d. Send an email to the designated person who handles genealogy 
cases (currently Donna Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a 
genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in Case 
Create to send an acknowledgment letter and staff for records. 
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If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 


6.3.5 


Bureau 


Bureau 


CIS -V: 


lliipl 

ICE 


The three possible selections for Bureau are: 


ICE - Used to identify requests wherein the requester is seeking information in 
connection with deportation hearings and other immigration related litigation 
(OPLA/DRO/SAC) 


CIS - Used for all other categories. This is the default in FIPS. 


CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods Note; If request is for entry/exit information and the 
requester/subiect provided an alien number, request the file. 


6. 3. 6 Is there a request for expedited treatment? 

Exp edited I N ot Req u ested j| 

I Requested I 

I Granted j 

j Denied i 

A requester may ask for his or her request to be expedited and processed outside the order 
of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the requester establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 
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or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the requester is a person primarily engaged in disseminating 
information. 

The requester must send a statement explaining in detail the basis for requesting 
expedited treatment. If a requester asks for expedited processing and fails to meet the 
criteria, we process the request in the appropriate track, using the “first in/first out” rule 
[See 6 C.F.R. § 5.5(a)], 

6.3.6.1 OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. 

6.3.6.2 If the requested file has already been scanned because of a currently open prior 
FOIA request that has now been resubmitted for expedited processing, do not create the 
case. You should send the request to Research where they will attach the new request to 
the existing case as a CSD. 

6.3.6.2.1 If expedited processing has been approved based on new information, 
you have to check expedited processing approved on the original case and send an 
expedited treatment approval letter by opening the original case in stand-alone 
mode, creating a Blank Letter, and adding the following: This letter serves to notify 
you that your case has been approved for expedited processing. 

6.3.6.2.2 If expedited treatment was already denied in the currently open prior 
case, and the supervisor’s decision is the same, if you have not already created the 
case, you may Send to Research, where they will attach your request to the 
original case as a CSD. Go to the original case in Standalone, go to Tasks, and 
create the Expedited Denial Letter. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed , either close it as DP and send a duplicate letter or create it as a new case, 
based on the situation. If in doubt, consult your supervisor. Please refer to the 
section on DP (duplicate) Cases. 

6.3.6.3 Sometimes the OA room will miss an expedited request. If this happens, select 
“Denied” in the drop-down box, create the Expedited Denial Letter, and then create the 
case as normal. 

6.3.6.4 If you believe the requester meets the requirements for expedited treatment (and 
there was no cover sheet) then select “Requested” and send the request to Unit Chief. E- 
mail your supervisor with the details. If the supervisor granted expedited processing, you 
will not create an Expedited Denial Letter, of course. You must select “Granted” in the 
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Expedited drop-down box. When you create the acknowledgement letter, it will address 
the fact that Expedited Treatment is granted. 

USCIS denies most requests for expedited treatment because the requester failed to 
establish either of the necessary criteria. 

6.3.6.5 If you have made a determination to deny, or if the supervisor has indicated 
denial, you must select “Denied” in the Expedited drop-box. After this, you should 
create the Expedited Denial Letter. If you or the supervisor denied expedited processing, 
we must advise the requester of the criteria for expediting a request and offer an 
opportunity to resubmit additional justification. The requester also has the right to appeal 
the decision to the USCIS FOIA Appeals Office. 


mfflk discus 

ttem Case 

f srsfc 

Search Pji OmXvau Cases 

tSteTUS : : : 

mi Started 

■Create Cases 

Not .storied 

OeMe ?’:$£ fcgquegt 


letter 

Net Started 


fctofc Started 

Letter 

Net Started 

Stelm Letter 

mt Started 


Not. Started 

fotfiresft Letter 

mt Started 


Not Started 


6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the requester has asked for Expedited 
Treatment and Track 3, treat it as if it is a Track 3 request and follow the instructions in 
TRACK 3 PROCEDURES . In such a case, you should not mark “Expedited Treatment 
Requested” before sending it to Unit Chief. 

|| 1 1 j £f'f j§| . Processing 

: Successfully generated letter Expedited Treatment FOIA Denial, 

Click on OK to continue, 

iSjcl 

if 


A dialog box will pop up. Select “Save”: 
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File name: 
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Save as type: j All files 

▼ : Cancel 

Places 




$■: 


A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it back in. 


After you have made that selection, your acknowledgement letter will address expedited 
treatment granted. 

6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that this needs to be a multiple case, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. You may make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you would 
not mark the child cases as expedited treatment requests. 


6.3.6.8 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that we need to close the case RD, RF, DP or ER, then change the 
Expedited drop-down box to “Not Requested” before you send the case to Up-front 
Approver . Because we are not generating a letter regarding expedited treatment denial or 
grant, and because it would cause erroneous reporting of Expedited Treatment Requests, 
you must change it to “Not Requested.” 
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6.3.7 


Is there a request for fee waiver? 


Fee Waived mt guested 


; Rsq uested 
! Granted 
i Denied 




The requester may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 


A requester must meet two requirements in order for USCIS to grant a fee waiver: 


1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the requester. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“Fees and Fee Waivers.” 


Also note: the requester must ask for a fee waiver. Simply including a DOJ Fee Waiver 
form does not constitute a request for fee waiver. If the requester has written any 
statement to the effect of a request for fee waiver on the form, then you treat it as a 
request for fee waiver. 

6.3.7. 1 When a requester has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. You may determine to deny based upon the two 
criteria listed above. If you do so, you must select “Denied” in the Fee Waiver drop- 
down box on the FIPS worksheet. Regardless of the decision on the fee waiver, you must 
insert a Discussion in FIPS indicating that you addressed the fee waiver request. 

6.3.7.2 When you are finished creating a case with a fee waiver request, create a 
Specialty Letter and select Fee Waiver Denied, edit the document if necessary and then 
create the case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the requester meets the requirements for fee waiver (and there was 
no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail your 
supervisor with the details. A supervisor will make the decision to approve or deny the 
fee waiver and send the case back to you in the case create role. At that point, you will 
select either “Granted” or “Denied.” 


6.3.7.4 Fee Waiver Denied: When you respond to a request for fee waiver, you must add 
specific language to the acknowledgement letter. Please see 

0:\Foia\FOIA ii LI BRARY\Cas e i ii Cr eate iii References\Case ii Create iii T emplate iii Letters\Fee^ 
Waiver( denied) for an example of the denial language. Copy and paste this language into 
the acknowledgement letter. Do not bold, underline, highlight or enlarge the font of the 
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language. If the font changes to bold when you paste it in, highlight that text and remove 
the bold. 

6.3.7.5 Fee Waiver Granted: If the decision is to grant the fee waiver, then please select 
“Granted” in the Fee Waiver drop-down box. In the acknowledgement letter, please add 
the following sentence to the end of the first paragraph: 

This is to infonn you that your request for a fee waiver has been granted. 

6.3.7.6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” before you send the case to Up-front Approver . 
Because we are not generating a letter regarding Fee Waiver denial or grant, and because 
it would cause erroneous reporting of Fee Waiver Requests, you must change it to “Not 
Requested.” 


6.3.8 Print to CD 

E Print To CD 

ID PA Cited 



j In Litigation 
ID In Circular Search 
U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all requesters (with two exceptions). When we send out the 
acknowledgement letter to the requester, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 
The acknowledgement letter templates reflect the change. 

RULES FOR CHECKING “PRINT TO CD” 

6.3.8. 1 Check the “Print to CD box” on all new case creates, unless the mailing 
address of requester is to a correctional facility or unless the requester specified paper 
in the initial request letter (for requesters who are attorneys, the default is Print to 
CD). 

6.3.8.2 If the responsive records are already scanned in when you create the case, 
you will still check print to CD. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the requester we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the paragraph that begins with “This office will 
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be providing your records on a Compact Disc (CD)” 

6 . 3 . 8.4 If the requester is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 

6 . 3 . 8.5 If a requester specifically asks for their records on paper, do not check “Print 
to CD” box create a Discussion note citing the reason. In such an instance, you must 
modify the acknowledgment letter so that we do not tell the requester we are printing 
the responsive records to CD. Modify the acknowledgement letter by removing the 
paragraph that begins with “This office will be providing your records on a Compact 
Disc (CD)” 


6. 3. 9 Is this a delinquent requester? 

□ Pri nt To CD 

□ PA cited 

n 

L j In Litigation ^ 

HI In Circular S earch: 

J Delinquent] 


The Delinquent Requester search helps FIPS users identify requesters who have unpaid 
bills in the system. Requesters are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the requester, FIPS will automatically conduct a search 
for delinquent fees owed by that requester, using the last name of the requester. If the 
requester is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan IXiUMQUS 

123 Dtwe 

Lees Summit MO 64036 


A 


(816; 555-5555 

sag vahoo.com fcc ' 


To view other cases for the same requester, click the Query icon next to the 
delinquent notice. 




Sage Morgan 

123 Drive 

Lees Summit MO 640S6 



(SIS) 555-5555 
sagely ahue.com C “°P yrtc ’ 
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The query results appear in a separate window. 


Query Results 



If a requester/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/requester submits a new FOIA request, the Delinquent Requester notification is 
going to pop up. Your requester may possibly not be on the pop-up list. FIPS conducts a 
search by the last name(s) of delinquent requesters. 

DELINQUENT REQUESTER RULES: 

6 . 3 . 9.1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, FIPSPROBLEM (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent requester and the delinquent case number(s). 

6 . 3 . 9.2 If you encounter a delinquent requester from a FIPS Lite office, do not treat them 
as delinquent. You will know the request was processed in FIPS Lite when you open the 
case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the requester of the case you are creating is the same requester that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
requester matches your requester, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your requester and 
click ok. 

Next, to create the case, go to the Tasks tab and click: 


Contents iJ21S:!fe:x Discussions Case Actions 

iCreate , Casg Not Started: 

SearcHyjir Duplicate Cases Not Started: 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the requester is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating multiple cases, you should “Create Additional Cases” before 
you prepare the Acknowledgment Letter and File Request(s) for the original case. 

NOTE: A FOIA/PA Assistant working in Records Locator queue may need to cancel 
pending requester documentation for cases pending requester documentation due to a 
prior delinquent status that has been removed, because the system does not. 

If the FOIA/PA Assistant working in Records Locator queue does cancel pending 
requester documentation, he or she should generate a new interim acknowledgement 
letter and staff the case as usual. 


If the requester has more than one delinquent case, you will have to add up the total and 
modify the delinquent requester letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter. 


We will take no further action until the delinquency is resolved. Please pend. 


L Records locator Cas-e Prtxessw *!(.:; :.Cas* approver ij Unit Chief || Up4ront Approver Ifpend: :• Reas sign Office Send tc. Research j; Delete f jy] Open 


Before you move to another part of the case create process, click: 


Save 




6.4 SEARCH FOR DUPLICATE CASES 

Just before you create the case, you should look for duplicates. Duplicate cases are cases in 
which the request was submitted multiple times to the Service, or was inadvertently scanned into 
FIPS multiple times, or are cases that we previously processed. 

Sometimes a requester will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
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receiving offices will then in turn, transfer these requests to NRC. These are duplicate cases 
when an office has already processed this request with a final action code of either PD or Gl, or 
has it ready to be processed. 

This does not include instances in which the requester has faxed the request and then mailed it. 

If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Do not create 
such a case. Click “Send to Research.” That case will go to the research queue and you will be 
ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the requester did not provide an alien number, you may search 
by the subject’s last name and first name, or even by the requester’s last name and first name. 
You may use a percent sign (%) as a wild-card for these searches. For example, if the 
requester’s name is Jaime Vazquez, but you see he also has spelled his name Vasquez - you can 
search by Subject Last Name “Va%” and Subject First Name “Jaime.” 
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Ordinarily, you will get a blank result. 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requester Last Name, and so forth. However, the search may yield an open case: 
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If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of it) to 
open the matching case and carefully review it to be sure it is a duplicate: 
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By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

• If there has been a case that was closed G1 or PD within six months from same 
requester - 

• This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a duplicate of another case, you will 
select “Set this case as duplicate to original case” as follows: 


: pf’ :; W : 10 C&$<?360 
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Do not click “Create Case.” Click “Send to Research ” You will then be ready for your next 
case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” in each of the cases, so that a processor or approver can review both. 
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If the date of the request is either the same as your request or within a very few days and: 

3. The requester is the same, and 

4. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Do not click “Create Case.” Click “Send to Research.” 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 


6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 

If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 

To begin the search, select the Tasks tab and click Search for Duplicate Cases. 

Contents Discussions Case Actions «§? 



Status 

Not Started 

Search For Duolicate Cases 

Create Additional Cases srj 

Not Started 

Create Fife Request 

Not Sta rted 

Acfcncrarfed gement Letter 

Not Sta rted 

Final Action Letter 

Not Started 

Specialty Letter 

Not Sta rted 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index. Letter 

Not Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When have entered 
all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 
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(b)(6) 


To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 
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[ : Search Complete ; i j 

Search Again j 







A message appears in the Case Info tab confirming that you copied the document into the new 
case: 

Copied 1 documents without redactions. 


The responsive records now appear in the Contents List of the new case: 


Tasks 


Discussions 


Case Actions 
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7. CONSENT, VERIFICATION OF IDENTITY, AND 
DESCRIPTION OF RECORDS 


“Consent” for the purposes of FOIA/PA is written agreement, approval or permission for access 
to information in the record by the competent individual to whom the record pertains. The case 
creator must review the request and supporting documents to determine if proper consent 
is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 
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6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Consent could be: 

• Block 3 on Form G-639, or 

• A properly executed Form G-28, or 

• A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby consent to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 


7.1 Consent of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No consent is necessary from the minor child or the 
person judicially determined to be incompetent, however the parent/guardian must provide his or 
her own verification of identity that is notarized or signed under penalty of perjury [6 C.F.R. § 
5.21(e)], The case processor will have to request more information if he or she cannot determine 
parentage or guardianship within the file. 

Minors may request their own files; they do not have to have the consent of their parents or 
guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity 

If a requester is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.21(d) Verification of Identity, says the requester must provide us: 

■ Full Name 

■ Current address 

■ Date of Birth 

■ Place of Birth 

If the requester did not provide all four required pieces of information, you must send for 
additional requester documentation. A requester who provides full name, current address and 
alien number only has not provided sufficient verification of identity. 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requester has inserted the penalty of perjury statement on ANY 
document, and the subject of the file has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

• Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
perjury statement is directly above the signature of the subject of record. 

• G-639, when the subject has signed the first page and the second page does not contain 
the signature of the subject but has been notarized. 

• DOJ-36 1 , Certificate of Identity: we may not suggest or require that a requester use a 
DOJ-361, but we can accept one as certification of identity with a signature under penalty 
of perjury or a notarized signature. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rale, regulation, order, or requirement 
made pursuant to law, any matter is required or pennitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
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required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that die foregoing is true 
and correct. Executed on (date). 

(SIGNATURE)". 

If the requester is asking for records concerning (a living) individual, and if there is only one 
signature and it does not fall under one of the categories above, request consent and/or 
verification of identity using the Track 1, Track 2 or Track 3 Ack Letter Requester Docs located 
at: 0: Foia FQIA LIBRARY\Case Create References'Case Create Template Letters or the 
form “Requester Documentation Attachment” located at: 

0 :\FoiaFOIA_LIBRARY'Fase_Create_References\Case_Create_Template_Letters 
Requester Docs Aitachment . Check the first box on the document. 


7.3 Reasonable Description of Records being Sought: 

If the requester provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request a file if there is only one match and there is no 
other indicator that it may not be the correct subject of record. 

You may possibly find multiple matches, or you may find no matches at all. In a situation like 
this, we do not have a reasonable description of the records the requester wants. We will have to 
send for additional requester documentation, specifically: 

■ Alien Number (if known) 

■ Application/Petition Receipt Number (if known) 

Additionally, we may ask for items of information such as mother’s and father’s names. The 
requester is not required by law or regulation to provide that information, but if the requester 
does not, we may be unable to locate a responsive record. 
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Please request the additional PII with your Acknowledgement Letter. After you create the 
acknowledgment letter requesting additional documentation, do not create the fde request. In the 
“Contents” tab, you will see a Pending slot for Requester Documentation. Send the case to Pend. 
After we receive a response from the requester, a FOIA/PA Assistant working in Records 
Locator queue will request the file. The processor will use the requested information to verify 
the release of the correct records. 

Note: if the requester marks “unknown,” “none” or “N/A” for any element of the above PII, 
please do not request this information as part of the Acknowledgement Letter. 

At this point, you will send an acknowledgment letter requesting additional information. You 
will not request a file. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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Create Additional Cases 

Ac? nc-;-vfg'd'-i ff-p.cnt Letted 
Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
interest Letter 
Expedited Denial Letter 


Mot Started 

Not Started 
Mot Started 
Not Started 
Mot Started 
Not Started 
Mot Started 
Mot Started 


Records Locator ji Case Processor ; $ 


e Approver ijnit Chief ji Lip-front Approve'- ji Per.d | Reason Office ji; ;Ss 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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FIPS v7.0 Training buiid 06 v work Queries v Actions 

Processing Fes Information 

iil&^ : ' : : ' : ' x : ' : : ' : : 

Fes Estimate ; ; £3 Other Requester Documentation 

Prepayment Required: j j 


Stan: 


Other Requester Documentation 


Li Advance Payment Returned 
Li Add Lost File Paragraph 
□ Add Track 3 Denial Paragraph 


IMi-ana? Options 

No options found. 


} Cancel J 


We then click on “Generate Letter.” Our only option at that point is to click OK: 

'Ll" #’? i Ca$e36Q Home 

FIPS v7,9 Training build 06 c Work Queries •< Actions. Stan da Ions Search 

Processing Fee Information 

Successfully generated letter A ckno wied cement Letter-FOIA. 

:! Click on OK to continue. 

Ill 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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My Recent 
Documents 


Desktop 


My Documents 


My Computer 


: □ mlporter 

▼ i 

A; .java 

£; Global 360_updown_version 

^Application Date 

: #|NRC20 100005 1 1_6_REFERRAL 

US Desktop 

$:NRC20 100005 1 1_7_FA_PD 

A:?' Favorites 

ilNRC20 1000080 2_3_ONE_P AGE 

□LDClient 

ijNRC20 10000802_6_AK_FOIA 

/.../Local Settings 

1jNRC20 10000804_3_FA_RF 

□My Documents 

: -ijNRC2010000804_4_REFERRAL_AGENCY 

:;A;My Recent Documents 

$:NRC2010000806_3_STAFFING_PDF_ICE 

/□NetHood 

□ NTUSER 

•□Oracle Jar Cache 

•' / ntuser.dat 

□jPrintHood 


□SendTo 


//□Start Menu 


/□Templates 


© eistream upload 



My Network 
Places 


File name- 
Save as type: \ All files 


Save 


Cancel 


The acknowledgment letter will pop up: 
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US. of Eftuncta jirf fowurity 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


US. Citizenship 
and Immigration 
Services 


NRC2010000806 


December 3, 2010 


YinV'V 'L-Vi, T"r' : .: - ^ce C-s 


S nil Francisco, CA 


Dear 7.A ■■:/■ Uv Y 


We received your request foi information relating to Chi is P Bac on on Decembei 02, 2010 

Your request is being handled under the provisions of the Freedom of Moimation Act (5 US C § 552). 

It lias been assigned the following control number: NRC2 0 1 0000 $06 Please cite this number in all future 
correspondence about your request 

We respond to requests on a first-in, fust- out basis and on a multi-track system. Your request has been 
, placed m the complex track (Track 2) You may wish to narrow- your request to a specific document in 
ol der to be eligible for the faster tr ack To do so, please send a written request, identifying the specific 
document sought, to the addiess above. We will notify you if youi request is placed in the simple track. 

In accordance with Department of Homeland Security Regulations (6 C F.R. § 5.3(c)). your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
charged for searching for records sought at the respective clerical, professional, and or managerial rates of 
$4.00/$7.CKk$10 25 per quarter hour, and for duplication of copies at the rate of $.10 per copy. The fu st 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14,00 before we will char ge you any fees. Most requests do not requir e any 
fees, however , if fees in excess of $25.00 are required. we will notify you beforehand 

Tins office will be providing your records on a Compact Disc (CD) for use on youi personal computer, 
ji The CD is readable on all computers through the use of Adobe Acrobat software. Aversion of Adobe 

;< ,4 I % !'rtl>'9t will 111* 1 nYi4lli'1i*<l ftii tllf m Vfillt ) i»j iirilc' i 'll! 1>I* V Iin Vitlii' A mi VI 1 ti 1 (' C i' i <> Ml in d i Si' !>** 

qp .y. 




Sec 1 1/2 ; At 4.7" : Ln 27 Col 35 


; Page 1 


English (J S 
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All requested information is cheeked below 


HI Consent. It appeals that you are requesting records about another individual. If that is the case, 
please submit either: (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) proof that that mdivnlual is deceased, e g a copy of a death certificate or an 
obituary. See 6 CFR §5,3 (a), 

|| Verification of Identify It appears that you are i equesting records about another individual If 
that is the case, along with the consent requested above , please submit a statement prepared by that 
individual, in which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of per jury as a substitute foi notarization. 6 CFR §§ 5.3(a) and 5.21(d). 

§| Verification of Identify: It appears that you are requesting records about yourself If that is die 
case, please verify your identity by submitting a statement containing yoiu full name, cm rent address, 
date of birth, and place of birth. Tins statement must be signed and the signature must erthej be notarized 
or submitted by you under 28 TJSC §1746, a law that permits statements to be made under penalty of 
perjury as a substitute for notarization 6 CFR §§ 5 3(a) and 5 .21(d) 

M Description of Recor ds Sought* We have determined dint your request does not reasonably 
describe the lecords drat aie being sought Please provide the following additional information. 

® Subject s Alien Number 

1 Sub jeef s App lie ation P e tition Re c e ipt Numb er 

H: Name o f Sub j e cf s P arents 

§§: Other Names Used by Subject 

M Other: Name of the person who filed the petition for you, when it was filed, other 
information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the r equester. Please include the NRO number listed above on all correspondence w ith this office. 
Requests may be mailed to the FOIA PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-578 5, You may also submit FOIA PA related requests to our e-mail address at 

us c is fo ia (tv dhs eov. 


■* «SJ ; 


Page 3 Sec 2 3/3 At 8.6" Ln 47 Col 52 Vb:: n : :::b 


A a J 


English (U S. 


The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. You may add information after the “Other” checkbox 
to clarify what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of information you 
need: 
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Not checked 


Checked! 


Bookmark 


ivj check box enabled 
F] Calculate on exit 


Cancel 


The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in: 



Case Acti 

mm 

History 

ftesp tmft 

A-Numbet 

mmmm 


f:j 6§i Acknowledgement Letter- FGI A 

5 


Editing 



12/3/2010 10:14:14 AM 

iLil | check In Docu m ent £ 

5 


Pending 

DRD - SEA Seattle 

a 12345678 

12/3/2010 8:28:17 AM 

:|| 'Staffing'' 'Re sponge 

4 


Pending 

DRG - SEA Seattle 

012345578 

12/3/20 li 

8:23:17 AM 

H Staffing Letter - ICE PDF 

3 


Editing 

DRG - SEA Seattle 


12/3/20 1 ; 

S:2.S: 17' AM 

: HI Request Supporting Documents 

2 

4 

Scanned 



11/5/20 U 

8:32:47 AM 

Request Letter 

1 

2 

Scanned 



11/5/201: 

8:32:45 AM 


j Records Locator ]| Case Processor )i Case Approver if Unit Chief J Lip-front App rev er | Pend | Reassign Om: 


Click “Open”: 
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Documents 

nf 

Desktop 


My Computer 


My Network 
Places 


ii&s .java 

^Application Data 
jo Desktop 
i# Favorites 
i&iLDClient 
U:: Local Settings 

:fj Global360_updown_version 
: ||NRC20 100005 1 1_6_REFERRAL 
|iNPC20 100005 1 1_7_FA_PD 
11NRC20 10000B0 2_3_ONE_PAGE 
HNRC20 1000030 2_6_AK_FOIA 
I/NRC20 10000804_3_FA_RF 

I^My Documents 

DNRC20 10000804_4_REFERRAL. 

.AGENCY 

|&My Recent Documents 
&$NetHood 
Oracle Jar Cache 
oPrintHood 
joSencfTo 
ilS: Start Menu 
^Templates 

® NRC20 10000306_3_STAFFING_ 
®NRC20 10000806_6_AK_FOIA 
iNTUSER 
U ntuser.dat 

PDFJCE 

if; eistreamupload 



Filename: 

■HBH - 

Open \ 

Files of type: \ All files 

▼ : 

Cancel \ 


Open as read-only 


You will notice that there is now a slot for “Requester Documentation” and the Responsive Unit 
is “Requester.” After this, you send the case to “Pend.” 




Case 

Actions 

History 







Papes 

Status 


A-t-toiiiber 


O 

Recu ester Oocuroentatian 

s 


Pending 

Requester 


12/3/2010 10:40:40 AM 

1 

Acknow 1 e d c e me nt Letter-FOIA 

7 


Editing 



12/3/2010 10:40:40 Af'4 

1 

Ackno w 1 e d ge merit Letter - FOIA 

6 


Inactive 



12/3/2010 10:14:14 AM 

:i 

Responsive Records 

5 


Pending 

DRO - sea Seattle 

012345578 

12/3/2010 3:20: 17 AN 

i 

Staffing Response 

4 


Pending 

DRO - SEA Seattle 

0 12345578 

12/3/2010 8:28:17 AN 

1 

Staging Letter - ICE PDF 

3 


Editing 

DRO - SEA Seattle 


i 2/3/201 0 8 : 28;; 1 7 AM 

0 

Request Supporting Documents 

2 

4 

Scanned 



11/5/2040 3: 32 >47 AM 

m 

Request Letter 

. . . 

2 

Scanned 



11/5/2010 3: 32 >4 5 AM: 


Click 


Records t-wsator Ij Case Processor | Cssg Approver [| Unit Chief I j Oo-frent ftpacovef |j Pend ; f""ite38S^'offcg ;j Send 


When the requester provides the additional information, A FOIA/PA Assistant working in 
Records Locator queue will request the records. 
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7.4 Third party requests 

Sometimes consent is not necessary. For instance, a requester asking for a “ list of all employers 
in Utah who use E-Verify ” does not have to provide consent. Commercial, contract, and media 
requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without consent. If the requester is asking for records 
concerning an individual and does not provide consent, nor does it appear likely that the 
requester is going to get consent, we treat it as a third party request without consent. It may be 
obvious from the request that the requester will not be able to obtain consent from the subject of 
record. If you have a doubt, consult your supervisor. The supervisor may have you send for 
consent, call the requester to see if you can make a determination, or create the case as third 
party without consent. 

Third party requesters are entitled to any public documents that may be in the file they are 
seeking, as well as documents they provided in support of an application or petition. For 
example, if a wife is looking for a copy of her husband’s file so that she may divorce him, and 
says in her request letter that she does not know where he is or says she cannot get his consent, 
do not send a request back to her for her husband’s consent. In a situation like this, simply 
request the file and put a Discussion in FIPS that it is a third party request without consent. In 
the above example, if she did not specifically say she cannot get his consent or that she does not 
know where he is, do not request the file. In a situation like this, send a request for consent and 
pend the case for requester documentation. 


7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the requester to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; or 

■ Photograph of headstone 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their 
supervisors as a first step. If the problem cannot be resolved, the creator should send the case to 
the Unit Chief and send an e-mail to the supervisor for clarification. If it is not a situation that 
needs clarification but some type of FIPS error, send an e-mail to the FIPS Problem mailbox 
( NR C , FIPSPROBLE M) , or in other situations to the MSB mailbox (NRC , NRC F OIAMSB ) . 

Clicking on the FIPSPROBLEM link above will automatically generate an e-mail addressed to 
both the NRC, FIPSPROBLEM mailbox and the NRC, FOIA PROGRAM mailbox. 

8.1 REQUESTS: Foreign Consulate 

Immediately forward any type of correspondence, FOIA request or inquiry received from the 
consulate of a foreign nation to the Director’s Office for handling. USCIS Headquarters is the 
only one authorized to correspond with foreign consulates. 

Please make sure it is a consulate requesting the records and not the subject of the request putting 
the consulate’s address on the G-639 to mail the records to the consulate (for passports). If the 
request is from a consulate, please send the FOIA request to Up-front Approver to be closed as 
an ER and send an e-mail to NRC, FOIAOA mailbox with the case information. The supervisor 
will review and close the case. If the subject mailed the request and wrote the consulate’s 
address on the G-639, use the subject’s address from the envelope and set it up as a self request. 

8.2 REQUESTS: Non-immigrant visa material 

If the requester specifically asks for non-immigrant visa data and there is no record of the person 
in CIS or CLAIMS; do not close the request as NR. If the requester is asking a question about 
being a student, au pair, camp counselor, or participating in a summer work/travel program, or if 
the requester specifically mentions visa type F-l, F-3, J-l, M-l or M-3, then you should refer the 
request to ICE, since that record will be tracked in SEVIS (Student and Exchange Visitor 
Information System.) An example of a “refer to ICE” type request might be: “Type of visa, visa 
number and legal documents allowing entry into the US. The subject was a student at the 
University of Nebraska.” 

Otherwise, redirect the requester to Department of State. An example of a “re-direct to State” 
type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal documents 
allowing entry into the US. The subject visited Disney World and Cape Canaveral and entered at 
Orlando International Airport.” 
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8.3 REQUESTS: Routine use, no consent required, not FOIA 


USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. Consent is 
not necessary for the processing of these types of requests. Some examples of these types of 
requests include requests relating to child support enforcement and aliens seeking public 
assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, send the case to Up-front Approver for closing as 
ER. The only exception to this rule is if there is a cover sheet with instructions to create as 
FOIA. 


8.4 REQUESTS: Bond obligor, no consent required, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. These requests are processed by Immigration and Customs Enforcement. 

Immigration bond obligors are surety companies who have posted an immigration bond (1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. Under the court case Amwest v. Reno, the surety 
companies, or their attorneys, are entitled to a complete copy of the alien’s file to assist them in 
trying to locate the alien. Consent is not required for the bond obligor; however, they should 
provide a copy of the bond contract, Form 1-352, with their FOIA request. 

We no longer process requests received from immigration bond obligors or criminal bond 
obligors. Please send any new requests that are scanned into FIPS to Up-front Approver for 
closing as ER. Please send an e-mail to NRC, FOIAOA and provide the REQ number or control 
number, and also include the requester’s name. 
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OA room will mail the request to the following address: 


Immigration and Customs Enforcement 
Attention: Catrina Pavlik-Keenan 
ICE FOIA/PA Unit 

800 North Capitol Street, NW, Room 585 
Washington, DC 20536-5009 


8.5 REQUESTS: A-number only 

If a requester/subject is asking for his or her alien number only , follow these steps: 

■ Search CIS with the information provided on the request to locate an A-number. 

■ If you locate an A-number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

■ You must have proper consent and all of the required PII in order to proceed. If consent 
or any PII are missing, generate the acknowledgement letter and request the additional 
information. 

■ If proper consent is present and all of the required PII is present: 

o Open a RAF ACS staffing slot only 

o Print a copy of CIS 9101 screen, attach a “Scan As” cover sheet and mark the box 
“Responsive Records.” Take the screen print to the designated person (currently 
John Latimer) for scanning. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 
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Begin with a thorough search of CIS. If no record is located, request a manual search. Create a 
Records Indexing Staffing and enter all information provided by the requester. If the manual 
search produces no record, generate a “NR” letter and send the case to Up-front Approver. The 
supervisor will review and close the case. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 

The requester can request a search by writing directly to NARA. In their letter, the requester 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 


8.7 REQUESTS: Referrals and Consultations received from other agencies 

As other agencies process FOIA/PA requests, they will sometimes find our agency’s documents 
within their files. These documents will be referred to us for processing. The responsive records 
could be USCIS documents being referred to us for review or joint documents i.e., co-authored 
by the referring agency and other agencies. A transmittal memorandum advising us to respond 
directly to the referring agency is a consultation. A transmittal memorandum advising us to 
reply directly to the requester is a referral. 

Send the case to processor. Send an e-mail to the MSB mailbox advising them that you have 
created the case and that it is a referral/consultation from another agency. Include the alien name 
and the NRC control number. 


8.8 REQUESTS: USCIS personnel information 

• Requests that deal specifically with USCIS vacancy announcements, performance ratings 
and awards are scanned and handled in the HQS queue by the Special Interest Group. 

• If a request for CIS Personnel Information mistakenly is scanned in the NRC queue, 
create the case and reassign the case to HQS. Create the case as a Track 2 case. Use 
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PER for the category and CIS for the bureau, in the “Topic” field, enter the vacancy 
announcement number. 
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Click on the “Reassign Office” and select the HQS office. The case will be staffed when it is re- 
assigned to the HQS queue. Send an e-mail to NRC, FOIASIG with the case information. 


8.9 REQUESTS: Official Personnel File 

You may open a FOIA request received from an individual for a copy of his or her Official 
Personnel File (OPF). Inform such requesters in the final action letter that they may access their 
OPFs on-line at: 

http://cbpnet.cbp.dhs.gov/xp/cbpnet/hrm/for_employees/info_about_you/eop_folder/eopf_logon. 

xml 

You should then create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
You do not have to modify the referral letter, but you should make the appropriate edits in the 
Final Action Letter. Next, send the case to Up-front Approver. The supervisor will review and 
close the case. 
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8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. 


8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. 


8.12 REQUESTS: Return of original documents 
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Requesters will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the requester with a copy of the specific documents requested. For return of original documents, 
the requester must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following verbiage in the acknowledgement letter. 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, send the case to 
Up-front Approver for closure as “ER” (created in error). A letter is not created by FIPS; you 
will need to create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. Attach a cover sheet on one copy to be scanned in as a 
CSD and send the other copy to the OA room for mailing to the requester. Include a detailed 
Discussion note. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

If the alien file is located at the NRC, the Case Resolution Team at the NRC handles all G-884’s 
(Request for Return of Original Documents). OA ordinarily forwards any requests for return of 
original documents to Case Resolution. 


8.13 REQUESTS: Privacy Act Amendment 

A person who is a United States Citizen or a Lawful Permanent Resident may request that we 
amend, expunge, or correct information in his/her PA record that the individual believes is not 
accurate, relevant, timely or complete. Sometimes a supervisor will place a coversheet on the 
request stating “Privacy Act Amendment.” 

If you are creating a Privacy Act Amendment request, please do the following: 

1 . Begin as usual, filling in requester and subject information and searching for duplicates. 

2. Assign it to Track 2. Assign it to Category: Special Interest Group. 

3. Create the case. 

4. Prepare an email for NRC, FOIASIG and insert the case number in the body of the e- 
mail. 

5. Change the Office to “COW.” Click “SAVE.” Click “Reassign Office.” You are now 
ready to move on to the next case. 
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8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 

• Insert a Discussion titled “Untranslated Documents” and the reference page numbers. 

• Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB . 

• Send the case to Unit Chief. 

• After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional correspondence 

When the unit receives correspondence from a member of Congress, the creator will need to 
create the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to the MSB Mailbox advising them of the control number, 
congressional contact information and name of the subject of the request. Do not use the 
Congressional office address as the address for the FOIA request. If an address for the subject 
cannot be found, please contact a member of the MSB for more guidance. 


8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 
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8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is considered a legitimate request. The Administrative Appeals 
Office sends this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this request, the words “NEW REQUEST” should have been written 
on the top of the form before scanning. Please note the request may not have a current date. The 
case creator should create the case, and request additional information or consent if needed. If 
additional information or consent is not necessary, send the case to processor. 
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8.18 SITUATION: Subpoena or court order 


If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. Send a message to NRC. FOIA PROGRAM; McDaniel. Marcia M (clicking 
the link generates the e-mail) providing the REQ number and information indicating the request 
was a subpoena or court order. The NRC Program Office is currently addressing these requests. 
Subpoenas or court orders are a high priority. Please notify NRC, FOIA PROGRAM as soon as 
possible. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 


8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “requester wants documents certified.” The 
processor or approver will handle the certification process. 

Certification of records is done in accordance with 8 C.F.R. § 103.7(d) and the Records 
Operations Handbook (ROH). 

The NRC will certify certain documents from A-files as being true and correct copies. The 
physical file must be located at either the NRC or the FRC. Genealogy requests that were 
received, staffed and processed by NRC can also be certified by the NRC. The NRC will not 
certify copies of documents that belong to other agencies. Information will be provided to the 
requester on how to obtain certified copies of these documents. The NRC can also provide a 
certified letter giving information such as the date of entry and the status of the individual. 

First, evaluate if the request qualifies under the Genealogy Program. Refer to the section 
entitled C as e S pecifications , Ca t egory 4 ( Ot her). 

NRC will not certify naturalization certificates for living persons. If the individual has his or her 
original naturalization certificate and want or need a certified copy of it, he or she must make an 
INFOPASS appointment. An individual must submit an N-565, Application for Replacement 
Naturalization/Citizenship Document if he or she has lost or misplaced the original. 

Records Services Branch, USCIS does all certificates of non-existence; these requests must be 
submitted in writing to the address shown below: 

U.S. Citizenship and Immigration Services 
ATTN: Records Service Branch 
1200 First Street, NE, 2 nd Floor 
Washington, DC 20529-2204 
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8.20 SITUATION: Certification of record for dual Italian citizenship 


If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship: 

Evaluate if the request qualifies under the Genealogy Program. Refer to the section entitled 
Cas e S p ec i fications, Categ o ry 4 ( O ther). 

If the requester’s relative is deceased, he or she must submit the request to th e USCIS 
Genealogy Program . The web address for more information and instructions for submitting 
their request is USCIS.gov or; 

If the requester’s relative is living, please include the following paragraph in your 
acknowledgement letter: 

This is in response to your request for a certified copy of a relative’s naturalization certificate in order to 
apply for dual Italian citizenship. According to information obtained from the Italian Embassy in 
Washington, D.C., certified copies of naturalization certificates are not required for the dual citizenship 
application. The Italian Embassy requires the naturalization certificate copy along with our USCIS cover 
letter and envelope. The records that we release as part of this FOIA request will serve that purpose. 


8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC has begun the process of 
transferring the targeted files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, the requester writes in and makes the following request: 

“I want the records of Joe Crab, date of birth, March 22, 1899. Mr. Crab naturalized in 1957 and 
died in 1969. Enclosed is proof of his death and alien number.” 
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NOTE: You may find the complete list of criteria in Section 3, “Category of request” in the sub- 
paragraph “GEN. ” 


Mr. Crab meets one prong of the criteria for genealogy because he was bom long ago; however, 
since he was naturalized in 1957, he does not meet the prong of having no documents in his file 
dated after 1951. If you are creating a case and the subject of the request is 100 years of age or 
older, but the person DOES NOT fully meet the criteria for a genealogy case, please pay special 
attention to NFTS. If NFTS shows that the a-number has been retired to NARA, it means we 
have turned the records over to NARA permanently. The requester will have to send a request to 
NARA. Please select FINAL ACTION OPTIONS when creating the Acknowledgement Letter, 
select NA and replace the normal Acknowledgement Letter with the NARA Historical Record 
Letter located at 

0:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_Template_Letters/Historical_ 

RecordLet ter. 

It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows a shelf 
location within NRC (or any other office), request the file. 


8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

When a request is for records older than those maintained by the agency, create a Final Action 
Letter and select “OR.” This generates a letter to the requester explaining that the records being 
requested are older than those maintained by the agency. After generating the final action letter, 
send the case to Up-front Approver. The supervisor will review and close the case. 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without consent of the biological parent. In Vietnam, “baby brokers” scour villages looking for 
unwed, impoverished mothers. They purchase the babies for about $50 and sell them to 
commercial adoption services. In Guatemala and elsewhere, people steal babies and sell them to 
middlemen. Prospective adoptive parents from Spain, Italy and the United States are typically 
willing to pay as much as $25,000 to adopt a child. (This information comes from 
ki dsofkathmandu . org). 
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Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in pending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. In cases like this, it is likely that the adoption never 
happened. If that is the case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to Admin for 
supervisor review. 


9. REFERRAL AND REDIRECTION 

9.1 Referral 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
requester to write to FBI (that is redirection). They must send the request to the FBI and advise 
the requester they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U.S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS Component” as 
the final action code. Under “Redirects/Referrals” select the component to which we are 
referring the request and click “Submit. 
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FIP S will automatically create two documents: A final action letter to the requester and a 
referral memorandum to the DHS component. 
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File name: 


Save as type: 




jiAII files 


Save 


Cancel 


You may have to edit the letter to add needed information. After you exit from the Word 
documents, they will appear under the “Contents” tab: 
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Click on the “Check in Document” icon and you will get a “Save” dialog box. Click “Open.” 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection 

If we receive a request for records that belong to an agency outside of DHS, we close it and write 
a “redirect letter.” Under the “Tasks” tab, select Final Action Letter. Select “RD: Redirected to 
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another agency” as the final action code. Under “Redirects/Referrals” select the agency to which 
we are referring the request and click “Submit.” 

An example of a request we close and redirect is a petition that we discover has been forwarded 
to the National Visa Center for issuance of an immigrant visa. The redirect letter advises the 
requester to contact the different agency for the information they are seeking. The procedure for 
the documents is the same as for referrals. You may have to edit the letters to add needed 
information. After you exit from the Word documents, they will appear under the “Contents” 
tab. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” After you have done this for both documents, send the case to Up-front Approver. 


9.3 Entry/Exit Information referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, inspection, Port 
of Entry (POE), requests for information relating to air and/or marine incidents, or the U.S. 
Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you could see on 
a request relating to CBP are inspection. Port of Entry, Bridge of the Americas, Friendship 
Bridge, and smuggled goods. A FOIA request for this type of information should be referred to 
CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 

799 9 th Street NW, Mint Annex 
Washington, DC 20229-1177 

Note: If the request is for entry /exit information and the request er/subject provided an alien 
number, request the fde. If the request is for entry/exit information and the requester/subject did 
not provide an alien number, you must thoroughly search CIS and CLAIMS to be sure the person 
does not have an alien number or application. CBP has records on entry and exit information 
dating back to 1982, but no further back. You may modify the referral letter; any information 
you can provide as to what the requester is asking for will be helpful to CBP. 


9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. 

Exception to this rule; if the requester provides an A-number or you locate an A-number through 
a search of the systems, please request the A-file. 
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9.5 Personnel/hiring practices/vacancy announcements 

If you receive a request concerning employee records, vacancy announcements, or any personnel 
matter generally, please create the case as you normally would by filling in the blanks and 
controlling the case. After that, change the Category to PER. Do not create a staffing and do not 
send any correspondence to the requester. Add a Discussion note that this appears to be a 
personnel-type FOIA request. Send an e-mail to NRC, FOIASIG . After that, send the case to 
Unit Chief. 


9.6 US-VT referral to US Visit 

Refer requests relating to United States Visit. The United States Visit is a Border Security 
Program that records biographic, biometric and travel information for all foreign visitors to the 
United States. The system screens all crewmembers and passengers that travel to the United 
States by air, sea or land. United States Citizens are not in the system. 

If the requester is asking for both a copy of the alien file and for entry and exit information, you 
should request the file. See En t ry/Exit CBP information above. 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the requester has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. However, prepare a Discussion 
explaining why you staffed for the file. 


11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 
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12. REQUESTING THE RESPONSIVE RECORDS 

After the acknowledgement letter is created, if all required information is present, the next step is 
to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the requester will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

There is a staffing guide/RPC reference sheet available on the FOIA Operations intranet page to 
use for requesting the file. 

If the requester is only seeking specific documents, please make a Discussion in FIPS detailing 
what those documents are. You will also be mentioning those specific documents in your 
acknowledgment letter to the requester. 

The Service Centers (except MSC/NBC) scan the responsive records into FIPS when they are the 
FCO for that file. Please see the staffing guide for more instructions on requesting these types of 
Service Center files. 

If the requester did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. If the requester did not provide 
enough information to conduct a thorough search, then you will have to ask the requester for 
more information. 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

If the file is located at COW, with the Responsible Party Code (RPC) of RK, please insert a 
Discussion after you have created the case. The title of the Discussion should read “File is at 
RK.” Send the case to Unit Chief. Send your supervisor an e-mail with the control number of 
the case and that the file is located at COW with an RPC of RK. 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. If you see an RPC code ZW0004; that indicates the file is here at the NRC in the 
safe and you should staff: FOIA Safe. 

If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. Send 
the case to Pend. 
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12.1 Staffing by Alien Number 

12.1.1 One A- number provided on the request (with example sta ffing ) 

If an A-number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, COB, DOE, POE and parents’ names) to 
complete the case create. If any of the required elements are missing, request the additional 
information when sending the Acknowledgment Letter. The section that follows is a systematic 
example of staffing by A-number when the requester has provided one. 
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12.1.1.2 Submit your location 
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12.1.1.3 Select “Inquiry” 
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12.1.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-number. Preferably, paste the copied number from CIS so you are sure you are asking 
for the correct file. 
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12.1.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 



122 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 9/15/2011 


3401 


12.1.1.6 


“Blued in” information 


• If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC. 

• If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

• If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

• “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

• Comments may be important because a File Control Office may not be able to change a 
file location to “LOST” in NFTS. When that happens, the records person at the FCO will 
notate in Comments that the file is lost. If that is the situation, please refer to the Lost File 
Flowchart in Appendix H of this guide. 


12.1.1.7 The FOIA Operations Division Intranet Page 

Now, an RPC beginning with “DP” is easy because NFTS shows right beside it that it means 
“Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right away. If 
that’s the situation, we need to look at the FCO List, which also has the RPC Reference Guide. 
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12.1.1.8 The RPC Reference Guide says that no matter what the FCO is, if the 
RPC starts with DP, we staff to DRO. If you don’t already know this, SAC, RAC, ASAC, DRO 
and OPLA are all ICE functions. That’s important for staffing. 
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12.1.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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12.1.1.10 Figuring out a Staffing Scenario 


The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way for me to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. 
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12.1.1.11 Generate the file request 

Go to the “Tasks” tab and click on “Create File Request.’ 
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Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. 
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12.1.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 
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12.1.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
Click OK and then move to the “Contents” tab. Click on the Staffing Letter and select “Edit 
(Check Out).” 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.1.1.14 Put the staffing information in the staffing letter 


Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Click on “Select All.” Right-click again and select “Copy.” Now we will paste the 
information into the staffing letter. 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it. 
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Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 
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Next, highlight the whole area and change the font size to 12. 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.1.1.15 Save changes and check it back in 
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After this, send the case to “Pend.” 


12.1.2 Two or more A-numbers 

Multiple unconsolidated A-numbers - If the requester has provided more than one A-number, 
you must research CIS for each A-number to determine if they relate to the subject. If the 
subject has multiple A-numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
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include the words “MULTIPLE STAFFINGS” at the top of each sheet. Do not confuse this 
with the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 

“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. MSB will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at S: -Record ()ps\Fi/es 
to Comolidate . xls . You are responsible for entering the alien numbers of the files that may 
possibly need consolidation. Records Operations will review the files and consolidate if 
necessary. If both files are not at NRC, do not add the information to the spreadsheet. 

12.1.3 Consolidated A-numbers 

If the alien has a consolidated A-number, then please enter only the lead (or surviving) A- 
number on the worksheet in FIPS and request that file. Consolidated A-numbers are reflected in 
CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-number listed 
first is the primary A-number; the other A-numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-numbers to the “files to consolidate” spreadsheet. 
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12.2 Border crossing card number 

If the alien number provided by the requester is an 80,000,000 through 86,899,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. You will need to research 
CIS and CLAIMS to see if there are any other A-fdes/receipt files associated with this alien. 

Previously during the Case Create process, if a requester/subject provided a Border Crossing 
Card Number and all of the required PII (except an A-Number), we asked the requester/subject 
to provide additional information (Alien or receipt number, copies of documents from the 
service, etc. . .). We used this information to determine if the subject had an A-File. We would 
find the A-file only in very rare instances. 

We no longer request additional information if the requester/subject provides all of the required 
PII (except an A-Number). Since Border Crossing Cards are strictly electronic records (no 
actual file), we will have the Border Crossing Card screen prints scanned into a RAF ACS slot. 

Use the Border Crossing Card Number provided; search and print CIS screens 9101, 9101- 
history (F8), 9222 and 9223. Open a RAF ACS staffing slot. Make sure “Customize Letter” is 
selected. Prepare the screen prints for scanning into this slot as responsive records. Pend the 
case for responsive records. Please attach a “Scan As” sheet and mark it as “responsive records” 
with the screen prints to be scanned. The case will be sent to the processor after screen prints are 
scanned in. Create it as a Track 1 case. 

Note: Alien numbers from 86,900,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.3 EAD numbers (100,000,000 through 149,999,999) 

If the alien number provided by the requester is 100,000,000 through 149,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to the section titled Staj^ngSc for 
additional information. 

12.4 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 
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12.5 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
requester provides a receipt number on their request, log into CLAIMS and verify the 
information. 

If the requester provides only a receipt number and it is for a Service Center we work, then we 
need to request the receipt file. Enter the receipt information into the Topic field. Make the first 
part of the description the receipt file number. Use the complete receipt number with no spaces 
or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, use the 
NON-FOIA HBG file request . Do not request DIG T-files at HBG with RPC codes XX. XY, 
ZG, XV. or ZZ . Refer to the Staffing Sheet Guide for the most current information. 


12.6 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 
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12.7 Staffing Scenarios 

12.7.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a banner stating “DIGITIZED ON ...” The screen print below is a 
sample of the NFTS screen. 

The temptation may be to staff RAF ACS/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 
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Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T-files. 
MSB will know the file is digitized because you have staffed using an RDF file request. This 
also applies to Retired files that have been digitized. Do not use the retired screen on Retired 
digitized files. An example has been provided below. 
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In the example above, you will have to make two staffings. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 


NRC.” 


12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 


Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action 
section of the General Inquiry screen. 
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A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section 
titled “FILE LOCATED IND:” 


If the “Last Action” is more than nine months ago, move to the next section of this guide, 
Files lost or not found MORE THAN NINE MONTHS. 
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CIS - FILE TRANSFER DISPLfiY (FTD) 

83/30/05 
89: 15:36 
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NRB1E : 


, GLORIA 


DOB : 040919 


PREVIOUS FCO 
CURRENT FCO 
REQUEST FCO 


NRC 

SND 

SND 


FILE LOCATED IND: N (NOT FOUND) 


t? 


DATE FTR 
DATE FTI 
DRTE FTC 


04122002 (M DDYYYY) 

04152O02 

04162002 


PERSON / ftCTION : CHU/BP 


FCO CREATING SUBFILE: 
SUB FILE CRERTION IND: 


RCCESSION NUMBER: 0O00 
INS BOX NUMBER : 


REQUEST NUMBER 
2ND REQUEST DATE 
3RD REQUEST DfiTE 


YOU MAY REQUEST fi DISPLfiY OF ANOTHER fl-FILE BY KEYING A DIFFERENT A NUMBER. 
CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 

3270 


When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at 
FCO: file request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the 
file per the FCO in NFTS. 

Under “Create File Request” mark the box “File Missing/Lost”. 
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The attached F 01 A/P A request is forwarded to your office for action. As a result of the attached system search, we 
request that you conduct a circular / special / lost file search for the subject records. 

Please certify by your signature and date that the lost / missing / not found record has been placed on the circular / 
special / lost file search list and its location is actively being sought or that the file has been found This file: 

is on the circular / special / lost file search list, 

_ is attached 
could not be located 
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Generate the acknowledgement letter. 
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FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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Dear Dennis T office 


i !i::a :• \ 2 : ■: :r;-; my >; !•:&: ? : v ; a * :■ 


' 


We received yoiu request for information relating to Glenn Diaz Hernandez on December 06, 2010 

Yam request is being handled under the provisions of the Freedom of Lifoi motion Act (5 U.S.C J 552) 

It has been assigned the following control number NRC21U0000S0S. Please cite tliis number in all future 
ton respondent about your request. 

We respond to requests oil a fiist-in, first- out basis and on a multi-track system Your lequest has been 
placed in the complex track (Track 2t You may wish to narrow youi request to a specific document m 
oi dei to be eligible for the faster track. To do so, please send a written request, identifying the specific 
document sought, to the address above. We will notify you if your request is placed m the simple tr ack. 

Li accoi dance with Department of Homeland Security Regulations [6 C.FR. § 5.3(c)), yom' request is 
deemed to constitute an agreement to pay any fees that maybe chargeable up to $25 ,00. Fees may be 
char ged for searching foi records sought at the respective clerical, professional, amfoi managerial rates of 
$4 .00; $7 00 .'$10. 2 5 per quarter horn . and for duplication of copies at the rate of $.10 per copy. The first 
10(1 copies and two hours of scotch time are not charged, and the remaining combined charges for search 
and duplication must exceed $14.00 before we will charge you any fees. Most requests do not require any 
fees; however, if fees in excess of $25,00 are required, we will notify you beforehand. 

Tins office will be providing vour records on a Compact Disc (CD) for use on vour personal computer 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto papei Only records 15 pages or more are eligible for CD printing To request yom 
responsive records on paper, please include your control number and write to the above address Attention 
FOIA/PA Officei , or fax them to (816) 350-5785. 

Eased on the information you provided m your request, we conducted a search of our records locator 
index system. Tins initial search indicated that the requested record is lost or missing As a result, we 
have asked the Records office to initiate a lost missing file search Tills process takes an unknown amount 
of time, therefore, we request your mid ei standing and patience. Once the file is found, we will process 
and provide it to you. If the file cannot be found, we will notify you of our findings. 

USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests. When 
forwarding to us any documents related to yoiu request, please ensure any Social Security Numbers on 
the documents are blanked out or removed 


3 13 :i 51 v 


i&M 7 .1 \ \ JQ, Q . . Ml \A ,!•: & M M. M ;S. M 


m 


; Page A ■■■■■■■■ sec, l 1/2 , ; ; : ; ; ....... v : ; . . , ; ; ;T ,y;y , .Er sjisfyfU S. ............... ......... 


When the case create process is complete and the creator is ready to exit the case, click 
the “Pend.” 

12. 7.3 Files Lost or Not Found MORE THAN NINE MONTHS 

(Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines.) 

147 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 9/15/2011 


3426 



Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

12.7.3. 1 If the A-file is lost but other records exist (such as receipt files we would 
normally request or other a-files), please go to paragraph 12.7.3.9 now. Otherwise, 

a. if the file has been marked as lost for more than nine months 

b. and there is no recent activity in CLAIMS (within last 2 years) or 
PCQS, 

c. and there are no additional files, then: a FOIA/PA Assistant working 
in Records Locator queue should put in the following Discussion: A- 
file has been lost for more than 9 months and no other records 
exist. Closing as UT. Detail all systems searched as part of this 
Discussion. 

12.7.3.2 Complete the attached Lost File Worksheet (and send it for scanning as 
CSD with any screen prints you do.) 

12.7.3.3 If the file was not staffed to OPLA, please move to step four now. 
Otherwise, if the file was staffed to OPLA, look at NFTS history. If the NRC file request 
was cancelled and the file indicator was subsequently changed to “Lost File,” create a 
Discussion with the subject “Unit Chief’ listing the date the file was staffed, the date the 
request was cancelled, and the date the file status was changed to lost. Send the case to 
Unit Chief. You’re done. 

12.7.3.4 If there is no CIS screen referencing “EARM” “DACS” or “NAILS,” 
please move to the next step now. Othenvise, if there is a 9101 screen containing “EARM- 
X” “DACS-X” or “NAIL-X,” or if there are CLAIMS screens showing “NAIL: Y” or 
“NAIL: N,” go to the next step. 

12.7.3.5 Create a Final Action Letter and select the status UT. In the final action 
letter, after the sentence “You may, if you wish, resubmit at a later date,” please add the 
following sentence: “As we were unable to locate a physical file, we are including screen prints 
of the electronic record.” Go to the next step. 

12.7.3.6 In the UT final action letter, attach the screen prints to the letter 
electronically (cut and paste). Do not make any redactions to the screen prints. Save and 
close the letter and send to Up-front Approver. You’re done, unless the case is later 
returned to you for further research. 

12.7.3.7 The Up-front Approver will review the UT letter with the inserted screen 
prints. If he or she is satisfied that a thorough search was conducted, the approver will 
forward the case to FOIA Approver. If the approver is not satisfied with the search results, 
he or she will return it to you for further research. 

12.7.3.8 The FOIA Approver will review the research and either close the case or 
return it for further action. If the case is approved, the FOIA Approver will close the case. 
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12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
including NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. Staffed for 
the following additional files: XXXXXXX, XXXXXXX, XXXXXXX. 
Once they are received, please review. Please also verify that the 
original a-file is still lost. If the original a-file has been consolidated in 
fact but not in the systems, please process and send your case to 
approver. Also send an e-mail to the MSB for resolution. Include both 
a-numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a-file is 
lost. Your case will close as a PD even if no redactions are made. 
Thank you. 


12.7.3. 10 Cancel the lost file staffing and pend for responsive records. 
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LOST FILE WORKSHEET 


A-number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second a-number and/or consolidation 

a. Second a-number? 

b. Any T-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.7.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically a NFTS screen. In some situations, there is 
no screen print attached at all. See the Staffing Sheet Guide for current information. 

Q: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS at the top of each sheet. 


12.7.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. It is important that you provide as 
much information as possible on the Records Indexing file request. The name of the 
subject, year of birth and country of birth are required information. 

Sometimes the requester/subject will provide an A-number and the file cannot be located 
in NFTS or CIS, but they claim to have done business with the service after 1975. 

Ensure requesters provide the minimum information to allow a positive identification 
(i.e., full name, aliases, an alien number, date and country of birth). If the requested 
records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 
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Naturalization dates 


which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS and/or CLAIMS for a record. If you find no record, please refer to 
the section on NO RECORDS. 


TO RECAP: If the subject has had no business with the service since 1975 or earlier, 
they may or may not have a CIS record. If they do not, then staff to records indexing. If 
the subject has had business from 1976 forward, do not staff to records indexing. 

12.7.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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^ File Edit Session Transfer Program Options Window Help 
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09: 07: 01 

DOB:: 0:0000999: 
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( 02! SOUNDS- L I KE NAME 

103! EXACT NAME 

[34! AREA (ALIAS) NAME 
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1 92! DATA Dl SPLAY MENU 
; S3! ADD TRANSACTIONS MENU 
| 94! RECORD MAI NT E NANCE MENU 
I 95! FI EE TRANSFER SUBSYSTEM 


ill! MANUAL SEARCH REQUEST I MR) 

1 12) MANUAL SEARCH RESPONSE | SRI 

(15! ON-LINE A- NUMBER REPORT REQUEST 


SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EC, A1234567S9). 


CLEAR EXIT 


PE 5 HELP 


PF6 CI S 


NUM OVR 


When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary /applicant (3) AND as petitioner 
( 6 )- ^ 
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^ File Edit Session Transfer Program Options Window Help 
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When conducting “no record” research, do the query and provide screen prints of all 
searches as directed. Print the appropriate CLAIMS screen prints (this should be no less 
than six pages and may be lengthier if subject has provided multiple names or multiple 
alias names). Prepare a “Scan As” sheet to be scanned as case supporting documents for 
the case number you have just created, attach it to the screen prints and take those to the 
OA room for scanning as CSD and prepare a Final Action Letter with closing code NR. 
Insert a Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 

Genealogy is exempt from this process. 


12.7.7 A-number in CIS but not in NFTS 
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If there is an A-number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.7.8 ICE files 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 

OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

ie... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 
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Office Section 

Acronym 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 


12.7.9 SAC locations 

Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 


12. 7.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.7.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX or ZG. 

0: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS. Therefore, if the A-file is at one of the above service centers and there 
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is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 
MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


12.7.12 Receipt files 


(b)(6) 


12.7.12.1 Do not request receipt fdes from any offices other than one of the five Service 
fYntprc fF.srvF.Ar ssrvsRr wsr/wAr Msr/NRr nr Nsr/r nvt For example, 

fete., are not receipt files we 

can request. 


12.7.12.2 If the requester does not specifically ask for a receipt file and provides an alien 
number, request the alien file only. 

12.7.12.3 If the requester does not provide any receipt number or alien number, then you 
must research CIS, CLAIMS and PCQS. 


Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt numbers you can find is for an EAD card, and they are within the 
seven-year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. Ensure the receipt file has not been consolidated into a T-file or into 
an A-file. Please request the A-file or T-file if the receipt file has been 
consolidated. Check CLAIMS to be sure that the Service did not reject the 
receipt. Receipts that are shown as rejected in CLAIMS are returned to the 
submitter by the Service Center. Print the CLAIMS screen(s) that shows the 
receipt was rejected by the service. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a “Scan 
As” cover sheet to the screen prints, mark the box “Responsive Records” and take 
to person designated to scan RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen! s’) concerning the petition. 
Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize 
Letter” button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
the box “Responsive Records” and take to person designated to scan RAFACS- 
only responsive records. Pend the case. 
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12 . 7 . 12.4 As a matter of last resort, if there is neither information about the receipt file in 
NFTS nor PCQS and you have called National Visa Center and determined NYC does 
not have the receipt, you should staff to the owner of the receipt file and paste in the 
CLAIMS screen. This information can be located on the CLAIMS inquiry screen upper 
right hand comer. The CLAIMS screen will show “owned by.” 


12.7.13 Archived receipts 


: ^ File Edit Session Transfer Program Options Window Help 
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SELECT r Y f BELOW 
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This screenshot shows a receipt that has been archived. 


If we receive a request for a receipt file and the receipt file has been archived per 
CLAIMS, create the case as usual. To determine whether we need to request the 
archived receipt file or redirect the request please do one or all of the following as 
necessary: 

1 . Enter the receipt number in NFTS. There may be evidence that the receipt 
file has been consolidated into an A-file or there may be evidence that the 
receipt file has been forwarded to the NVC in which case you would 
redirect the request to NVC. Sometimes, you can discover that an 
archived receipt has been forwarded to NVC through PCQS. 

2. On the U SCIS website enter the receipt number in the “Check Case 
Status.” Checking the receipt number on the website may provide 
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evidence that the receipt file has been forwarded to the NVC in which case 
you would redirect the request to NVC. 

3. You may call the NVC automated help line at 603 - 334-0700 and enter 
the receipt number. There may be evidence that the receipt file has been 
forwarded to the NVC in which case you would redirect the request to 
NVC. 

4. If there is no evidence that the archived receipt file has been forwarded to 
NVC we will create a file request using RAF ACS (not RAF ACS/CIS). 
Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive 
records for the case number you have just created, attach it to the screen 
prints and take those to the person designated to scan RAFACS-only 
responsive records. Pend the case. 

5. If there is no evidence in PCQS, follow the instructions for Receipt files; 
Lost receipt file, File destroyed or File cannot locate. . 

Reading the request is very important; if the requester is seeking information relating to 
what appears to be a receipt number and it begins with “CDJ” or one of the other prefixes 
found in the section National Visa Center Valid Consulate Prefix Codes , call the NVC 
help line at 603 - 334-0700 and enter the receipt number. If there is evidence that the 
NVC has the receipt file, redirect the request to NVC. 

To redirect a request to NVC do the following: Click Final Action Letter and choose the 
code “RD” and select “NVC”. Send the case to Up-front Approver. 


12.7.14 Receipt files; Lost receipt file, File destroyed or File cannot locate 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following verbiage; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE”, the case creator will need to follow the steps outlined below. 

Open a RAF ACS (not RAF ACS/CIS) staffing slot only. The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS 
screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). Print 
the staffing letter, attach it to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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This is only if there is no A-number and you have checked and the receipt file is not 
at the NVC. This is what the response will look like: 
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13. REASSIGN OFFICE 


This function is used to move a case that was scanned in the NRC queue to another queue for 
processing. 

Re-assign the case if the request is for a contract (CNT). 

Re-assign the case if the request is for CIS Personnel Information (HQS). 

Re-assign any SIG case to COW. 

First you must select the correct office. Use the drop-down box to select the office where you 
want the case to go, search for duplicate cases, and then create the case: 
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Select tn 
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A-N Limber: 

Topic; h- iB- visas, fifed by Outsource Georgia, Inc., 2008 to present 


After you change the office to COW, create the case. The case will have a COW number. 
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Next, click on “Reassign Office” 
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2. Click here 
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You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC. FOIASIG with the case number and brief 
description of the topic, requester or reason you assigned the case to SIG. 
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14. CLOSING A CASE AS “NA:FOIA or PA not applicable:” 


Sometimes a requester will file a FOIA request asking for the return of original documents, the 
status of a petition, or a question, not asking for records. If FOIA/PA does not apply to the 
request, you would create a Final Action Letter and select the closing code “NA: FOIA or PA not 
applicable.” You will have to select a Non-FOIA Operational Unit. Choose “NRC -Director.” 
Note: if the request for return of original documents is on Form G-884 which was inadvertently 
scanned in as a request, you will be closing the case “ER ” Please refer to REQUESTS: Return 
of ori g inal d oc uments. 
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;i DP. Duplicate 
:j ER : Crested in Error 
A: FC: Requestors failure to comply 
:i FI .: Requestor's failure tc ID records 


applicable -certified copy 
: J NR ' No n- p-c 5S a 5S to n of records 
Of?.: Old records 

j: ED: Redirected to another agency 
i|RF: Referred to a DHS Component 
UT: Unable tc locate records 
|:ji VYD; Request withdrawn 


'Jifeasoiisixi 


Final Action Dependent Options 

Records Needed 

. ; Insert Clerk, or Courts/Nstionaf Archives paragraph 
: Insert woman married to U,S, citizens paragraph 


SiiL /■ 

■■Hon FOIA Offices 
/Privacy Act Amendment Request 
: REQUEST FOR FILE FROM A FOREIGN FCO 
Service Centers ... 

ijTRiM FOIA/PA LIMIT W 

ilwCF M- 


Itetftre ci s /ftef *r ral s 


[ Subniit : \ Reset i [ Cancel i 


You do not have to modify the referral letter. You will have to select the applicable box in the 
Final Action Letter and possibly add other instruction, if necessary. Send the case to Up-front 
Approver. 
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15. ER (created in error) CASE CLOSINGS 


Prepare a Final Action Letter using the “ER” option for cases when the following situations 
arise: 

1 . When a G-884 Return of Original Documents is scanned in FIPS. 

2. When a routine use/child support request has been scanned in FIPS. 

3. When subpoenas/court orders have been scanned in FIPS. 

4. When a Bond Obligor request has been scanned in FIPS. 

5. Requests from Foreign Consulates (no letter required) 

FIPS will not create a letter. Prepare a detailed Discussion. Send the case to Up-front 
Approver. The supervisor will review and close the case. 


16. EC (failure to comply) CASE CLOSINGS 

If you are closing a case FC because of consent, verification of identity or failure to reasonably 
describe the record they are seeking, please refer to 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create Template Letter s\Fai lure to 
Comply_Letter and select the applicable paragraph for your final action letter. Please enter the 
date of the last correspondence to the requester/subject. 


17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated letter. 
Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 
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18. ACKNOWLEDGEMENT LETTERS 


We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address requests. The example in this guide shows how to do a standard 
acknowledgment letter if we have verified consent and identity, the requester has not asked for 
expedited treatment or a fee waiver, and we have found a responsive record. As you go through 
this example, please keep in mind that there are many factors which would require you to 
prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


Contents Discussions 



•Case Actions 



L?£'Br'irh "F Of" DupfiCabS-' f w35'SS 


Create Additional Cases 

Not Started 

Create rile Request 


Ackncw fade em ent L ette r : 

Not Started 

Fins! Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 


Records Letter j j Case Processor j ; Case Approver : Unit Chief jU idp^ont^p^roye-r j : Pend i | Reassign Office 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 
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ipCase360Home 


FIPS v7,u Training build u6 v work Queries 

Processing Fee ImFcrmsticn 


v Actions 


Fee Estimate ; i U] Other Requester Documentation 

Prepayment Required j 


ill] Advance Payment Returned 
!:■] Add Lost File Paragraph 
E\ Add Track 3 Denial Paragraph 


:Wo options found, 

[ Generate Latter i | /Cancel j 


Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 

ivf \ $ Case360. Home 

FIPS v7,0 Training build 06 v work Queries Actions Standalone Search 

Processing Fee Information 

Successfully generated letter Acknowiedgement Letter-FOIA. 

/ Click on OK to continue, 

H 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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:;A;My Recent Documents 

$:NRC2010000806_3_STAFFING_PDF_ICE 

/□NetHood 

□ NTUSER 

•□Oracle Jar Cache 

•' / ntuser.dat 

□jPrintHood 


□SendTo 


//□Start Menu 
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© eistream upload 



My Network 
Places 


File name- 
Save as type: \ All files 


Save 


Cancel 


The acknowledgment letter will pop up: 
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You may have some modifications to make to the letter. After you finish, save the Word 
document and exit Word. Next, go to the “Contents” tab and click on the “Check in Document” 
icon. 
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In this example, we are now ready to send this document to “Pend.” 


19. DISCUSSIONS 

Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS also automatically generates Discussions in various situations, such as duplicate, 

170 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 9/15/2011 


3449 



multiples and when responsive records are copied from one case to another. Because 
Discussions become a permanent part of the case in FIPS, you should not used Discussions to 
record personal feelings or to debate, question, or even to seek clarification. A FOIA/PA 
Assistant should discuss issues needing clarification via e-mail, a telephone call or a personal 
visit to his or her supervisor. 


20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally requester documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned). If the fax needs to be scanned in before reviewing, the FOIA/PA Assistants can 
scan it in and notify you. They may also deliver the fax or mail if needed. 


22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking requester documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requester Docs” or “CSD” on the first page, along with the date and your 
initials. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 
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23.1 THE OA ROOM (NRC, FOIAOA) 

\rVYVVV¥V¥¥VVVV¥¥¥&V¥VVV¥V¥¥V¥VVV¥V¥¥VVVVV¥¥Y¥V¥V).X 

Send e-mails to the OA Room when: 

• The request letter and supporting docs need to be printed and scanned in as a new case. 
Include instructions to the case creator, if necessary. 

• The original Final Action Letter and responsive records were mailed but the requester 
never received them. The OA room will reprint the records to CD or paper and re-mail 
per instructions provided in the e-mail. The instructions must include the control number 
and whether to print CD or paper, as well as how the case was closed “G1 or PD.” 

Include a Discussion in the original case. 

• The responsive records need to be re-printed to CD due to the requester receiving a 
broken CD. 

• The requester has either has a changed or new address; therefore, the records need to be 
re-printed and re-mailed to the requester. You need to state in your instructions to the 
OA room that you’ve made the changes to the address in the final action letter. Correct 
the address on the final action letter and the FIPS database. State that you’ve changed the 
address in a Discussion. 

Don’t forget to add a Discussion to the original case. 

23.2 MSB ( NRC, NRCFOIAMSB ) 

Send e-mails to the MSB mailbox when: 

• An appeal is encountered in case create that was not previously addressed. 

• An expedited treatment is encountered in case create or Records Locator queue that was 
not previously addressed. Personnel handling the MSB mailbox will forward the e-mail 
to the supervisor(s) handling the expedited treatment. 

All e-mails to the MSB mailbox should contain the control number, the A-number or subject 

of the case, and specific instructions relating to the case. 

23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 

Send e-mails to the FIPS Problem mailbox: 

• If errors are encountered in the case 
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If responsive records need to be copied from one case to another 




• If records are incorrectly scanned in a case and need to be removed 

All e-mails to FIPS Problem mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the control 
number or REQ number if you were creating the case. 


23.4 FOIA FILE REQUEST 



Send e-mails to FOIA File Request if you discover A file sitting on a shelf and it has not been 
scanned in to the case. Include the control number and the A-number in these e-mails. 


24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the USCIS mailbox outlining what needs to be sent. The MSB 
supervisor will generate the e-mail to the requester and transmit. Include all information in the 
e-mail that the MSB supervisor will need in order to be able to send the e-mail. Put a Discussion 
in FIPS outlining your request to MSB. If you are asking for more information from the 
requester, create a slot in the case in FIPS to ensure that the case will close out automatically if 
no response is received from the requester. 


25. MAIL 


The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 


25.1 RETURNED MAIL: 

25. 1. 1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requester Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 
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Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 

A. If there is a transcription error in the address: 

1 . Correct the address in the address section of the FIPS worksheet and click on the 
“IT to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a requester document need to be repended 
for additional time Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1 . Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 
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25. 1.3 Final Action Letters 


Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 

1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ID of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2. If another address is found in the CSD’s: 
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a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor are 
the only ones who see this paperwork. 


25.2 DIRECT MAIL: 

This is mail sent directly to NRC from requesters, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see Request for Change of Address) 

• Status Request (see Status Letters) 

• Withdrawal of Request (see Withdrawal of FOIA/PA Request ) 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested. 

• Correspondence about delinquent payments (including checks) 

• Responses to Track 3 denial or Expedited Treatment denial 

• Responses to requests for additional information 

• Requester asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. FOIA/PA 
Assistants assigned to handle mail should initial, date, and write what kind of document (such as 
CSD or REQ DOCS) on the top page and staple the pages together after scanning. Case creators 
may deliver the fax or mail with CSD’s to the OA room for scanning. 
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Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the MSB supervisor. A supervisor must review the correspondence 
and make a determination. We must address within 10 days in writing our response to 
the expedited or Track 3 processing request, whether we grant or deny. FOIA/PA 
Assistants assigned to mail will place the mail in the Track 3 or Expedited Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the requester responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the MSB supervisor, who will make the 
determination. 

If a FOIA/PA Assistant working in Records Locator queue discovers correspondence 
relating to expedited processing or Track 3 scanned in but has not been addressed by a 
supervisor; the Assistant should insert a Discussion and send the case to Admin or Unit 
Chief. Send an e-mail to the supervisor handling the expedited requests and include the 
control number of the case. 


25.2.2 Requester documentation /additional information 

This consists of documents or more information that we have asked the requester/subject 
to provide. When the information is received it is scanned into the requester 
documentation slot. Use the additional information provided to continue creating the 
case. If the requester/subject did not provide the alien number, use the information 
provided to search CIS (9102, 9103 or 9106) and CLAIMS to locate any responsive 
records, or receipt files. If you cannot locate any records relating to your person, close 
the case as NR. Copy screen-prints of your searches for scanning in as CSD. (FYI 
CSD’s can be scanned in after a case is closed). 

We do not re-open cases that close as FC because the requester failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
requester docs and the envelope was postmarked before the deadline. It doesn’t matter if 
they are one day late returning the requested information. The Team will send the 
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requester a letter advising them that their case has been closed as a FC. If the requester 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the requester docs, and before the case 
closes, you may repend. A template FC letter is located at: O:\Foia\FOIA 
LIBRARY\Case Create References\Template Letters\FC Letter. 


25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
( ww w.u sci s .gov) . 

From www.uscis.gov, find the link near the bottom of the left column under “Other 
Services” marked “FOIA Reque st S tatu s C h eck.” Click there to navigate to the online 
status check page. 

The on line status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 
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If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 

If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers Teams should paste in the online 
FOIA Request Status Check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA Request Status Check. You should 
not provide status to the requester using the “Q” button. Change the information on the 
letter that shows the status of the case, replacing it with the results from the online status 
check before you close and save. Use the latest Status Letter from 
O:\Foia\FOIA JJBRARYCasejOreate_References\C'ase_Create_Template_Letters. 
since the letter in FIPS may not be the current version. This ensures that the requester 
will receive accurate information. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 


25.2.5 Withdrawal of a FOIA/PA request 

A requester must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 


25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to MSB, who will then return the translated mail. 
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26. BLANK TAPES/CD’s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
requester. 


27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to MSB when their scanning is complete. The MSB staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the MSB mailbox with the case 
number and the page(s) number where the media can be located. MSB will pull the media and 
process/make any necessary redactions. The media will be mailed to the requester separately. 


28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a congressman or 
senator for information which usually does not relate to an alien file or receipt file. Most 
FOIA/PA requests with congressional correspondence should be handled under paragraph b. 
below. If you feel that you have a true congressional request or appeal, control the case, put the 
case in Unit Chief and e-mail your supervisor the control number. A supervisor will either send 
the case to SIG or return the case to you for staffing. 

b. Congressional requests on behalf of a constituent: These are requests that have some kind 
of congressional correspondence included with the request from the subject. These cases should 
be created in the same manner as any other FOIA or PA request. Please use the subject's name 
as the requestor, mark "self in the source block, create the acknowledgment letter and go out for 
verification of identity or consent as needed. Insert a case note, and e-mail Vicki Ohrnell the 
control number. 


29. INCORRECT PAGE COUNTS: 


The OA room will give final action letters with responsive records to the Team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to Team members to correct the page counts. 
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1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 

(NRC2010 ). After the case is opened, determine the corrective action 

needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 
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32. RECORDS LOCATOR QUEUE 

Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended 

• Additional PII or consent is needed 

• Requester docs have been received 

• Requester writes to request the record on paper 

• The wrong records were scanned into the case 

• We need to send an interim interest letter to an incarcerated individual 

• The file is lost 

• We got a response of not found or consolidated from a service center. 

It is important to read all Discussions as well as insert Discussions as necessary. Listed below 
are points/actions that you should consider while working cases assigned to Records Locator 
queue. 

32. 1 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the requester to see if that petition has already been addressed. 

32.2 Read and follow directions in any Discussion found in the case regardless of age or who 
put them in. If there is a question, see your supervisor before proceeding with any action on 
the case. 

32.3 Anytime you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.4 Do not cancel file requests and re-staff just because the request is old and has been 
pending for an extended period. Canceling file requests and re-staffing due to age affects the 
aging reports and makes it impossible to track these pending cases properly. Please continue 
to repend these cases as necessary. 

32.5 If the A file has been scanned in and we are waiting on a T-file, review T-file staffings in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel that staffing, because the T-files no longer exist. Send the 
case to the processor. 

32.6 If the A-file has been scanned in, but there is an open pending slot for a T-file: Review 
“T” file history in NFTS. If the “T” file has been consolidated /combined with the A-file, 
check the date it was consolidated. If the “T” file was scanned in with the A-file, cancel the 
pending “T” file slot and send the case to the processor. 
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32.7 If you see it has been through image process box and returned to a shelf then further 
research is required. 

32.7. 1 Check all offices for duplicate cases in FIPS using the alien number. 

32.7.2 Does the subject have more than one alien number per a Discussion or on their 
request? If so, search those for potential duplicate cases. 

32.7.3 If you find a duplicate case, make a Discussion and advise NRC, FIPSPROBLEM 
mailbox with an e-mail and repend. 

32.8 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or verification of identity is needed from the requester/subject. 
You will have to create an Interim Response Letter and check the other documentation box. 
Modify the letter and attach the Requester Documentation Attachment (located at: 
O:\FOIA\FOIA Library\Case Create References'^ ase Create Template Letters\Requester 
Docs Attachment). Check the boxes required and pend the case for Requester Documentation. 
If the processor is asking for information that is already present in the scanned documents, put 
in a Discussion asking for clarification on what the processor is requesting. You may also 
have to point them to the slot where the information is currently contained. 

32.9 If you pull a case in Records Locator queue and the Requester Documentation has 
been received: Review the information provided, if the requester/subject has provided the 
requested PII and/or consent, request the file. 

32.10 The requester/subject may respond negatively to the request for PII. If we receive 
a negative response, attempt to locate an alien file and staff, matching as much of the PII as 
possible. Pend the case for responsive records. 

32.11 If the requester/subject does not return the PII we asked for, and if a positive 
match cannot be identified in CIS or CLAIMS with the PII provided, generate a FC letter 
and replace the contents of the letter with the template letter Failure to comply letter-PII. The 
template is located at: O:\FOIA\FOIA Library\Case Create References\Case Create Template 
Letters\Failure to Comply Letter. Send the case to approver when you are finished. 

32.12 If the requester/subject does not return proper verification of identity, generate a 
FC letter and replace the contents of the letter with the template letter Failure to comply letter- 
Consent. The template is located at: O:\FOIA\FOIA Library\Case Create References\Case 
Create Template Letter s\Fai lure to Comply Letter. Send the case to approver when you are 
finished. 

32.13 If a request for consent is returned but the requester says he or she is a third party 
requester (they have no relationship to the subject of the record and cannot or will not get 
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consent), request the file. Create a Discussion advising the processor to process this case as 
third party without consent. 

32. 14 Occasionally you will pull a case in Records Locator queue and there is a Discussion 
stating the wrong records have been scanned into the case. This will require some investigative 
work before a solution can be determined. 

32.14.1 Did the Case Creator use the wrong alien number when the case was originally 
created or when the records were staffed? If so, please request the correct file. You must 
then send an e-mail to FIPS Problem mailbox and ask that the wrong records be removed. 
Clicking the link above will automatically send a copy to the FOIA Program mailbox. 

32.14.2 Did the requester ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there are 
two cases for the requester. If not, you will need to correct the one that exists to become a 
request for the beneficiary’s information. Locate the correct records and re-staff 

32.14.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible that the 
scanning contractor has scanned the wrong file into this case. Here are the steps to follow if 
you believe this may have happened: 

32.14.3.1 Look for a pending case for the records that were scanned into 
your case. 

32.14.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.14.3.3 If they have not, you’ll need to have the records moved from 
your case over to the correct case. You will have to have the slots in your 
case re-set to pending by the NRC, FIPS Problem mailbox. Clicking on 
the link will automatically send a copy to the NRC FOIA Program 
mailbox. 

32. 14.3.4 If the pending case already has records scanned in, review those 
records. 

32.14.3.4.1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 

32. 14.3 .4.2 If they are duplicates, then you do not have to do 
anything with that case. 
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32. 14.3 .4.3 You will need to have the wrong records removed 
from the staffing response and responsive records slots in your 
case. Send an e-mail to the NRC, FIPS Problem mailbox. Clicking 
on the link will automatically send a copy to the NRC FOIA 
Program mailbox. 

32. 14.3.5 If you pull a case in Records Locator queue and there is a 

Discussion instructing you to create an interim response letter because 
the individual is incarcerated: 

32. 14.3.5. 1 The request must be over six months old before we 
send out the interim letter. If your case meets this criterion, create 
an Interim Interest Letter. 

32. 14.3.5.2 If the interim interest letter is returned saying the 
subject is no longer in custody and we do not have another address 
for the subject, you can close the case FC. Do not close out the 
case FC without the returned mail. 

32.14.3.5.3 If the individual is still incarcerated and still interested 
in receiving the record, send the case to the processing queue. 

32. 14 3 .6 If you pull a case in Records Locator queue and there is a 
document scanned into the Staffing Response and the Responsive 
Records slot which has been changed to Inactive, look at the document 
scanned in to the Staffing Response. 

32. 14.3.6. 1 If the case was staffed for a receipt file that has been 
sent to NVC (National Visa Center), redirect the request to NVC. 
Create the Final Action Letter, choose “RD” and select “NVC” 
from the drop-down box. Save the document and check it in. 

Send the case to Up-front Approver. 

32.14.3.6.2 If the receipt file is marked lost, file destroyed, or file 
cannot locate, go to Rece i pt files ; L os t receipt fi le . File destro y ed 
or File cannot locate . 

32. 14.3.6.3 If the receipt file has been rejected by the service, 
there are no records to retrieve. Close out as No Record, with an 
explanation of rejected receipt files. 
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33. REPENDING IN RECORDS LOCATOR QUEUE 


33. 1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF AC S/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 


33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the NRC case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffmgs for files, then 
e-mail NR C, F OI AF IL ER E Q to research and to have the file scanned in if necessary. 


34. CHANGING THE TRACK OF A CASE 

Do not change the track of a case except in the following instances: 

34. 1 The requester is narrowing the scope of their request from a Track 2 case to a Track 1 
case. Prepare a status letter and advise the requester that their case is now on the simple 
track. 
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34.2 The requester has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the requester that their case is now in the 
complex track. 

34.3 The requester has a Track 2 case and provides the required documentation to change 
their request to a Track 3. Prepare a status letter and advise the requester that their case is 
nowin Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. 


35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. The processor will send a message to the NRC, FIPSPROBLEM mailbox for 
correction and insert a Discussion explaining the problem. 

If the case has not come up for processing and you encounter this situation in Records Locator 
queue, put a Discussion indicating the problem (Responsive Records scanned into Staffing 
Response slot), and send a message to the NRC, FIPSPROBLEM mailbox with the following 
information: 

- The NRC control number of the case, 

- The A number or Receipt Number of the records, 

- The staffing sequence they are scanned into, and 

- The number of pages scanned in. 

Send the case to Unit Chief/Admin so that the problem can be resolved. 

Click here for instructions if you pull a case in Records Locator queue that has been staffed for a 

Lost File 
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36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 


Cases received in Records Locator queue that need acknowledgement letters must be re-assigned 
to a Troubleshooter in the Case Create role. Please contact a supervisor with the NRC Control 
Number and ask that the case be re-assigned to you in the Case Create role. 


37. RE-STAFFING 


• If the file has moved to another office, cancel pending slot and staff to the correct FCO. 

*Do not confuse this with files that are now in-transit to NRC. 

• If the current staffing is not correct (for example - an Atlanta general staffing instead of 
an Atlanta ICE staffing): Cancel the pending slot and re-staff properly. 


38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 


39. IN TRANSIT FILES 


If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 


40. MODIFICATION OF RECEIPT DATES 


Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 
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41. MSB DIRECTED PROJECTS 


Occasionally, MSB may have special projects that require your assistance. 

MSB paralegals must receive prior approval from a supervisor before approaching any member 
of the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIAFax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786, 5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www.uscis.gov 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 


MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 

799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 

800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

32 Rochester Avenue, Suite 200 
Portsmouth, NH 03801-2909 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 
FOIA Appeals Office 
150 Space Center Loop, Suite 500 
Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Ciudad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 

FRN - Frankfurt (Germany) 
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FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 

KWT - A1 Kuwait aka Kuwait City (Kuwait) 
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LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 

NHA-Naha 

NMY - Niamey (Niger) 
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NPL- Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PTP - Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 

SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 
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SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI- Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG- Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV-Tel Aviv (Israel) 

TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 

VNN - Vienna (Austria) 
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VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error, (see ER Case Closings) 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable. You are required to select the office the request is being 
redirected to. Select “ALL”, two letters will be generated. 

NR - The case was closed as no record. A search of all databases was conducted for any files 
relating to the subject. No results were found. All (non-responsive) screen prints are scanned in 
as CSD. 

UT - Unable to locate alien file. Cases can be closed if the alien file is marked as lost and it has 
been more than one year. A thorough search of all systems must be completed. 

FC - Cases close failure to comply when requesters fail to supply requested information, (i.e. 
Interim Interest Project, consent, subject has fugitive status or request for additional information) 

FP - Cases close failure to pay when requesters fail to submit payment. 

RD - Advise requester to contact another government agency to acquire records. We tell the 
requester whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the requester the name of the agency we 
referred their request to. 
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APPENDIX E: FORMS 


.WW : USC]S,£0V 

Title 


Alien's Change of Address Card 
Genealogy Index Search Request 
GenealoqvRecordsRequest 

Notice of Entry of Appearance as Attorney or Representative 
Bjograph|_c Information 
Biographic Information 
Bjo.qraphiclnfor^ 


Fr.ggdpm.olJnformatio 

Verification Request (Non-SAVE agencies) 

Dpcument^yerjfica^ 

Document Verification Req uest (SAVE Agencies) 

Return of Original Documents 

Application for Replacement/lnitial Nonimmigrant Arrival-Departure Document 
Petition for a Nonimmigrant Worker 
Petition for Alien Fiance(e) 

Nonimmigrant Petition Based on Blanket L Petition 


Form Number 

AR-11 

AR-11SR 

G-1041 

G-1041A 

G-28 

G-325 

G-325A 

G-325B 

G-325C 

G-639 

G-845 

G-845 Supplement 
G-845S 
G-884 
1-102 
1-129 
I-129F 
1-1 29S 
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Title 


Form Number 


PgMQDJPI AHen .Relativ e 

Application for Travel Document 

Affidavit of Support 

Immigrant Petition for Alien Worker 

Ap.pJicatign.for Advance Permission Jo. Return to.Unre|in^^ 

Application for Advance Permission to Enter as a Non-Immigrant 
Application for Waiver for Passport and/or Visa 

Application for Permission to Reapply for Admission into the United States After 
Deportation or Removal 

A ppJIcationforR 

Notice of Appeal or Motion 
PPiiiiQPJPr.Amerasian^Wid 

Affidavit of Financial S up port and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

Bluest toJEjtfqrc^ JjlnanHCiaU^^ 

forP.L. 97-359 Amerasian 

Application to Register Permanent Residence or Adjust Status 
Supplement A to Form 1-485 
Instructions for 1-485, Supplement C, HRIFA 
Instructions for 1-485, Supplement E 


1-130 

1-131 

1-134 

1-140 

1-191 

1-192 

1-193 

1-212 

1-243 

I-290B 

1-360 

1-361 

1-363 

1-485 

1-485 Supplement A 
1-485 Supplement C 
1-485 Supplement E 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b) of the 1-508 
IN A) 

Waiver of Rights, Priveleges, Exemptions, and Immunities I-508F 
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Title 


Form Number 




Application To Extend/Change Nonimmigrant Status 


For .persons '.seeking ,y,nonimMgfAQt. status Vyh 
status. 


Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
or Change/Adjustment to/from A, G or NATO Status 


Application for Asylum and Withholding of Removal 


Petition to Classify Orphan as anjmmediate,^ 


Application for Advance Processing of Orphan Petition 


Application for Waiver of Ground of Inadmissibility 


Application By Refugee For Waiver of Grounds of Excludability 


Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
thejmmigration andj^ation^ 


Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 


Application for Status as a Temporary Resident Under Section 245A of the Immigration 


Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 21 0 of the 
Immigration and Nationality Act 


Report of Medical Examination and Vaccination Record 


Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
Natjonality Act 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245A of Public Law 99-603) * 




1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 

1-698 

1-730 
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Title 


Form Number 


PgjMQP-AQ-Rg™ 

Application for Employment Authorization 
Application for ; Replacement of N 

Petition to Classify Convention Adoptee as an Immediate Relative 

AppJicatipnjor.Detejmmatjpn.pf 

Application for Family Unity Benefits 

Application for Temporary Protected Status 

Application for Action on an Approved Application or Petition 

Petition by Entrepreneur to Remove Conditions 

Inter-Agency Alien Witness and Informant Record 

Affidavit of Support Under Section 21 3A of the Act 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

PovMy-Q-ljldgjines 

Intending Immigrant's Affidavit of Support Exemption 
Sponsors Notjce i.olChange_pf_Add 


(Pursuant to Section 203 of Public Law 105-100 (NACARA)) 

Employment Eligibility Verification 

Application to Replace Permanent Resident Card 

Application for Authorization to Issue Certification for Health Care Workers 


1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 


1-9 

1-90 

1-905 
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Title 


Form Number 


Request^ 1-907 

Application for T Nonimmigrant Status 1-914 

PgtjtjqnforUN 1-918 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 1-929 

Ap.pJica_tiqntoFjJe__D N-300 


Request fo r a Hearing on a Decision in Naturalization Proceedin g s (Under Section 336 N-336 

of the INA) ’ - — 


MonthlyReportNa N-4 

Application for Naturalization N-400 

ReguestforCertjfjc^^ N-426 

Application to Preserve Residence for Naturalization Purposes N-470 

AppJicatjon.for.RepJacement.NaJura N-565 

Application for Certificate of Citizenship N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACPA 

Assistant Chief Patrol Agent 

A DDE 

Assistant District Director of Examinations 

ADDD 

Assistant District Director of Deportation 

ADDI 

Assistant District Director of Investigations 

ADIS 

Arrival Departure Information System 

AFACS 

A-Files Accountability and Control System 

AFM 

Adjudicators Field Manual 

A File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 

AVL 

Asylum Virtual Library 
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BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 
BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 
BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 

CCB Child Care Bureau 

CCD Consular Consolidated Database 

CDC Center for Disease Control 
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CDSO 


Collateral Duty Security/Safety Officer 


CFR C ode of F ederal Regul ati ons 

CIA Central Intelligence Agency 

CIO Chief Information Officer 

CIS Central Index System 

CLAIMS Computer Linked Application Information Management Systems 

CMHS Center for Mental Health Services 

COA Class of Admission or Change of Address 

COMSEC Communications Security 

CONUS Continental United States 

COOP Continuity of Operations Plan 

COTR Contracting Officer Technical Representative 

COW Central Office Washington 

CPA Chief Patrol Agent 

CPO Chief Privacy Officer 

CSAT Computer Security Awareness Training 

CSPA Child Status Protection Act 

CSRS Civil Service Retirement System 

CSWP Customer Service Web Portal 

CUI Controlled Unclassified Information 


CUSA Citizenship USA 

DACS Deportable Alien Control System 
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DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 
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EEV 


Employment Eligibility Verification 


EFOIA Electronic Freedom of Information Act (initiative) 

ENFORCE Enforcement Case Tracking System 
EOIR Executive Office of Immigration Review 

eOPF Electronic Official Personnel Folder (eOPF) 

EPA Environmental Protection Agency 

ERO Eastern Regional Office 

ESC Eastern Service Center 

ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI F ederal Bureau of Investigation 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 
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FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 

FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOI A Freedom of Informati on Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GILS Government Information Locator Service 
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GPO 


Government Printing Office 


GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 

HHS Dept, of Health and Human Services 

HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 
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I-485B 

1-539 

1-551 

1-589 

1-600 

1-751 

1-765 

1-821 

1-864 

IA 

IBF 

IBIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 


NACARA Supplement to Form 1-485 Instructions 
Application to Extend/Change Nonimmigrant Status 
Alien Registration Card (Green Card) 

Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 
Immigration Card Facility 
Information and Customer Service 
Integrated Digitization Document Management Program 
Automated Biometric Identification System 
Identity Management System 
Individual Development Plan 
Immigration Examiner 
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II 


Immigration Inspector 


IIRIRA Illegal Immigration Reform and Immigrant Responsibility Act of 1996 

IJ Immigration Judge 

IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

216 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on 9/15/2011 


3495 



KST 

Known Suspected Terrorist 

LAPR 

Lawfully Admitted Permanent Resident 

LAPS 

Legalization Application Processing System 

LEAD 

Leadership Education and Development 

LES 

Law Enforcement Sensitive 

LESC 

Law Enforcement Support Center 

LIFE 

Legal Immigration Family Equity (Act) 

LIN 

Northern Service Center (Lincoln, NE) 

LOU 

Limited Official Use 

LPR 

Lawful Permanent Resident 

LULAC 

League of United Latin American Citizens 

MFAS 

Marriage Fraud Amendment System 

MOA 

Memorandum of Agreement 

MOU 

Memorandum of Understanding 

N-300 

Application to File Declaration of Intention 

N-400 

Application for Naturalization 

N-565 

Application for Replacement of Naturalization/Citizenship Document 

N-600 

Application for Certification of Citizenship 

NACARA 

Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS 

Naturalization Application Casework System 

NAILS 

National Automated Immigration Lookout System 

NBC 

National Benefits Center 
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NCIC 


National Crime Information Center 


NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NWIRP Northwest Immigrant Rights Proj ect 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 

OEM&S Office of Emergency Management & Safety 

OEP Occupant Emergency Plan 

OEPC Office of Emergency Preparedness and Coordination 
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OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 

PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

RAIO 

Refugee, Asylum, and International Operations 
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PC 


Peace Corps 


PCII Protected Critical Infrastructure Information 

PIA Privacy Impact Assessment 

PII Personally Identifiable Information 

PLAIN Plain Language Action and Information Network 

POE Port-of-Entry 

PTA Privacy Threshold Assessment 

PTIG Privacy Technology Implementation Guide 

RAC Resident Agent in Charge 

RAF ACS Receipt and Alien File Accountability and Control System 

RAIO Refugee Asylum and International Operations 

RAPS Refugee, Asylum and Parole System 

RAVU Refugee Access Verification Unit 

RDF Records Digitization Facility 

RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 
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SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 

SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 
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STAR 

System for Time and Attendance Reporting 

TAC 

Third Agency Checks 

TAP 

Tuition Assistance Program 

TCDD 

Training and Career Development Division 

TECS 

Treasury Enforcement Communication System 

TPO 

Transformation Program Offices 

TPS 

Temporary Protective Status 

TSA 

Transportation Security Administration 

TSC 

Texas Service Center 

TSP 

Thrift Savings Plan 

TVA 

Tennessee Valley Authority 

UK 

United Kingdom 

UNHCR 

United Nations High Commissioner for Refugees 

UNICEF 

United Nations Children’s Fund 

USA 

United States Army 

USACE 

U.S. Army Corps of Engineers 

USAF 

United States Air Force 

use 

United States Citizen 

U.S.C. 

United States Code 

USCG 

United States Coast Guard 

USCIS 

United States Citizenship and Immigration Services 

uses 

United States Customs Service 
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USMC 


United States Marine Corps 
USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 

USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

VA Department of Veterans Affairs 

VAWA Violence Against Women Act 

VAWO Violence Against Women Office 

VD Voluntary Departure 

VIS Verification Information System 

VOI Verification of Identity 

VTVPA Victims of Trafficking and Violence Protection Act of 2000 

VWPP Visa Pilot Waiver Program 

WAC Western Adjudications Center 

WHO World Health Organization 

WHTI Western Hemisphere Travel Initiative 

WSC Western Service Center (same as California Service Center) 

WTC Western Telephone Center 
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APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem . Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department. Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written consent of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 
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Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-numbers for a person, we combine the two files. One of the A-numbers 
becomes the “survivor” and the other becomes the “consolidated A-number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing by any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
consent of the record subject, as well as requests from nonimmigrant aliens for access to their 
own records. 

FOIA/PA Information Processing System 1FIPSI - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requester - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis. go v/ p ortal/site/uscis that are 
provided for the use of requesters and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 
for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for consent unless the attorney or 
representative has inserted the penalty of perjury statement and the subject of the file has 
signed the document. 

• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 
FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 
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Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 


Track 55 i 


u 


• Track 1 is used for the less complex cases. These are cases where only one or a few 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 


jTraek *L£. 




Track history 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the requester or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to or his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
requester. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written consent of the record subject, 
but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and his/her 
relationship to the subject does not increase (or decrease) his/her rights of access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 

Case Create How Chart for All my records. 
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Lost File Flowchart 


Less than 9 months More than 9 months 



In the UT final action letter, attach only the 9101 screen print of the subject 
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FOREWORD 


The FOIA/PA Assistant’s Guide has been prepared as a ready reference to assist with day-to-day 
tasks, such as creating Freedom of Information Act and Privacy Act requests, handling mail, 
working records locator, and general troubleshooting. 

The Guide contains all updates or changes from the FOIA Information Bulletins issued as of 
September 28, 2015. 

For the purposes of this Guide, we may refer to a FOIA/PA Assistant or Government 
Information Specialist as “you,” or “Assistant,” and in some cases “team member.” 

The Guide has been saved in PDF format. The PDF format makes searching for information in 
the Guide easier Please view the guide in PDF/A mode while you have FIPS open. A 
potential Java scripting conflict exists if you have the document open in PDF mode while 
running FIPS. Viewing the Guide in PDF/A mode disables Java scripting within the Guide - 
which means hyperlinks within the Guide will not work, but FIPS will not freeze or crash. You 
may alternate between PDF and PDF/A mode in Acrobat Reader by selecting Edit ■=!> Preferences 
■=!> Documents 'A PDF/A View Mode. Select “Never” to turn PDF/A mode off, and select “Only 
for PDF/A documents” to turn PDF/A mode on. 

How does the rulemaking process for this Guide work? The FOIA Officer, the Chief of 
FOIA Operations and your Supervisors direct how Government Information Specialists, 
FOIA/PA Assistants and Office Automation personnel accomplish their missions. Through the 
Chief of Operations, Supervisors submit a new rule or procedure to the FOIA QA & CS Team. 

At the direction of the FOIA Officer, QA & CS Team may immediately amend the guide, or they 
may seek clarification from Office of Chief Counsel. After consultation, QA & CS Team will 
either amend the Guide or propose a modified rule to FOIA/PA Supervisors, the Chief of FOIA 
Operations and the FOIA Officer. Re-writes or revisions of the guide are subject to the final 
approval of the FOIA Officer. 

You, the FOIA/PA Assistant or Government Information Specialist, may notice something in the 
Guide that is awkwardly worded, or contains a typographical error, or something that simply is 
not true. You contact your supervisor and then Program Office amends the guide. 

Ideally, before we amend the Guide, we first publish a FOIA Information Bulletin (the exception 
being a misspelled word or a missing punctuation mark). FOIA Information Bulletins and the 
latest version of this Guide are available on the USCIS FOIA/PA Operations intranet 
page. When we make additions or revisions, we update the Record of Revision at Appendix K 
of the Guide for quick reference. 
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1. THE FREEDOM OF INFORMATION ACT 


Congress passed the Freedom of Information Act (FOIA) in 1966 to establish the public’s right 
to access records created or maintained by federal executive branch agencies. The statute 
became effective on July 4, 1967. The statute relating to the Freedom of Information Act is 5 
U.S.C. § 552. 

2. THE PRIVACY ACT 

The Privacy Act of 1974 regulates the collection, maintenance, use, and dissemination of 
personal information by the federal government. The statute relating to the Privacy Act is 5 U.S. 
C. § 552a. The statute became effective September 27, 1975. 

3. WHAT ARE FOIA REQUESTS AND HOW DO WE GET 
THEM? 


A Freedom of Information Act (FOIA) request is a request in writing for a copy of any record 
maintained by any agency of the executive branch of the government. Persons must reasonably 
describe the records sought, and those records must already exist. Requests can come in a 
variety of ways. They can come in on the Form G-639 or as a letter from an attorney or 
representative. They can come in the form of a letter from the alien himself. The Requestor may 
mail, fax, hand deliver, or e-mail a request. No matter how we receive them or what the format 
is, as long as they are in written form and provide enough information to ascertain that they want 
documents from us, we treat them as FOIA requests. A Privacy Act (PA) request is a request by 
a person for a copy of his or her file. 

For case creating purposes, the difference between a FOIA and PA request does not matter. You 
will create all cases as FOIA requests, although some of the requests we receive are PA requests. 
The case processor determines whether the case falls under the Freedom of Information Act or 
the Privacy Act. 
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4. WHO CAN MAKE A FOIA REQUEST? 


Anyone can request any record kept by the executive branch of government. The tricky part is 
determining if we have enough information and certification of agreement to provide the record 
and who is entitled to what. The most common types of Requestors are: 

• First party Requestors, that is, the alien himself or his designee, attorney or representative, 

are entitled to a complete copy of the alien file, after any applicable exemptions are 
applied. However, a parent or guardian may make a request for a minor’s record. Please 
refer to the section titled “CERTIFICATION OF AGREEMENT RELATING TO 
RECORDS CONCERNING A MINOR OR PERSON JUDICIALLY 
DETERMINED TO BE INCOMPETENT” in this guide 

• Third party Requestors; any individual seeking a copy of an alien’s file without the 
subject of record’s certification of agreement. As of December 14, 201 1, third party 
Requestors are not entitled to any public documents that may be in the file they are 
seeking, nor documents they provided in support of an application or petition. The 
general rule of thumb is if you need to go into the subject’s file, you will need the subject 
of record’s certification of agreement and verification of identity. Please refer to the 
section titled “THTRD PARTY REQUESTS” 7.4. in this guide. 

• Media Requestors are typically accredited members of the media. 

• Bond obligors, companies who posted immigration bonds for the aliens, are entitled to a 
copy of the file under a court case entitled Amwest v. Reno. Please refer to the section 
titled “IMMIGRATION BOND OBLIGORS” in this guide. 

• Other state and local government agencies are entitled to documents from alien files for 
law enforcement purposes. Requests for information originating with any other federal 
agency are operational matters and not FOIA or Privacy Act requests. Please refer to the 
section titled “ROUTINE USE” in this guide. 
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5. SYSTEMS USED AND DESCRIPTION OF THE SYSTEMS 


The paragraphs below provide a description of some of the systems used by USCIS, ICE and 
CBP. Most A-files contain screen prints from one or more of these systems. 

5.1 Central Index System 

(CIS) is a database used to maintain records, search for records, and display data. CIS is a menu 
driven system as opposed to a point-and-click graphical user interface system. CIS provides 
information about persons and information about file location and movement. The CIS user 
navigates among various screens, depending on the type of information he or she needs. A user 
may search for a person in CIS by using the A-Number, social security number, FBI number or a 
passport number. CIS provides the option of searching for people using “sounds-like” and exact 
name searches. 


5.1.1 Introduction Screen 
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This screen is the introduction to TeleView. From this screen use the designated User ID (last 4 
digits of Social Security Number plus an alpha) and Password to sign onto the database. 

5.1.2 TeleView Main Menu 



The number selected to access CIS will vary for each computer. 
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5.1.3 CIS Login Screen 
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This is the screen used to navigate through CIS. Pressing enter can access the main menu for 
CIS. 
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5.1.4 CIS Main Menu 




File: : |dtt : Session : Transfer : Program : : Options: : Window : Help : 


cinnEN 

connftND: 


M 

% 

5 

§5 


111 



X j 

..mm 

m 

1*0? 

fin 


MB 


OHS 

=■* 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


10 / 18/05 

09 : 56:36 


(91) SEARCH THE DATA BASE 

(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 

(94) RECORD MAINTENANCE 

(95) A-FILE TRANSFER SUBSYSTEM 

SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 


CLEAR EXIT 


PF5 HELP 


WfcmM 




: ^jiaSResoureeGuide ... j 
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This screen displays a variety of ways to search for information. The transaction numbers that 
we use within FOIA are 91, 92, and 95. By typing the number 91 next to select transaction 
number and pressing enter, another search screen will appear. The main purpose of the “91” 
transaction number is to search the database for specific information concerning an individual. 
Transaction number “92” is used to display card information. The transaction number “95” is 
used mainly to see the location of the alien file (which we will frequently refer to as ‘A-file’). 
The only “95” menu command we use is “9504” + FI 1 (CIS File Transfer Display) to verify if 
the file is Not Found (N). 
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5.1.4. 1 Search Menu Screen 
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CENTRAL INDEX SYSTEM - SEARCH MENU 
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A#: 000000000 NAME: 


DOB: 00000000 


(01) ID #: 

(A/AA/AB/C/DA/DL/FB/FP/I/PP/SS/TD) OTHER MENU SELECTIONS 

(02) SOUNDS-LIKE NAME (92) DATA DISPLAY MENU 

(03) EXACT NAME (93) ADD TRANSACTIONS MENU 

(04) AKA (ALIAS) NAME (94) RECORD MAINTENANCE MENU 

(05) LAPS EXACT NAME (95) FILE TRANSFER SUBSYSTEM MENU 

(06) SOUNDS-LIKE NAME WITH DOB 


(11) MANUAL SEARCH REQUEST (MR) 

(12) MANUAL SEARCH RESPONSE (SR) 

(15) ON-LINE A-NUHBER REPORT REQUEST 


<-- SELECT TRANSACTION NUMBER. PRESS ENTER. FOR ID # SEARCH, KEY THE 

PREFIX AND THE ID # (EG, A123456739) . 

CLEAR EXIT PF5 HELP PF6 CIS MAIN MENU 


tbhbbarid: : 






9502 AM 


From this search screen a decision is made as to how to begin a search for an individual’s 
records. The most commonly used methods to search for an individual’s record are: 

Code Search By Category 

01 ID # (A-Number, certificate number, social security number, passport number etc.) 

02 Sounds-Like Name Search 

03 Exact Name Search 

04 Alias (AKA) Name Search 

06 Sounds-Like Name Search with DOB 


Type in the two-digit code (01) and press enter. The screen displayed will be the screen where 
the search for records begins. *Note: Remember to read the screen in its entirety for additional 
information. 
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5.1. 4.2 Search by A-Number (9101) 
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CIMIDN DEPARTMENT OF HOMELAND SECURITY - USCIS 

COMMAND: 9101 CENTRAL INDEX SYSTEM - ID # SEARCH/DISPLAY 


ID # (A/AA/AB/C/DA): 
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MIDDLE: 

ALIASES: 


NATZ DATE 
COURT 
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SSN: CONSOLIDATED A-NOS --OTHER INFORMATION- - 

1-94 ADM #: 

PASSPORT #: 

FBI #: 
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IDENT FIN: 
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§ 4/23 


In the ID# field enter the appropriate prefix with information (commonly used ID searches, A = 
A-Number, SS = social security number, PP = passport number, C = naturalization certificate 
number and I = 1-94 number). If there is information in the system on the subject, it will 
populate in the fields below the ID#. Pay special attention to the legend at the bottom of the 
screen specifically PF8, PF1 1, and any information listed under (other information). By pressing 
PF8 the history menu is displayed. This screen holds chronological information about actions 
that have been taken or changes in the subject’s immigration status. The PF1 1 screen shows 
EOIR (Executive Office of Immigration Review) information. This screen contains information 
about ongoing or closed deportation proceedings. In the section of the screen listed (other 
information) different acronyms may appear such as: CARD, EADS, RAPS and DACS. For 
additional information on DACS please see Chapter 3. 
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5.1.5 Sounds-Like Name Search (9102) 
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Use the 9102 screen when there could be variations in the spelling of a name. There are times 
when the person who created the record in CIS misspelled the name. There could be many 
spelling variations in a name transcribed from a non-Roman alphabet. The * indicates the 
minimum amount of information required to search. The search results may be voluminous. 
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5.1.6 Exact Name Search (9103) 
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CIMEXA 

COMMAND : 9103 


DEPARTMENT OF HOMELAND SECURITY - USCIS 
CENTRAL INDEX SYSTEM - EXACT NAME SEARCH 




04/16/15" 

13:44:181 


* LAST NAME: | 
* FIRST NAME: 

MIDDLE NAME: 

EXACT D08: 
DOB RANGE: 

COB: 

COC: 

POE: 

DOE: 

COA: 

SEX: 


(40 -CHARS MAX) 
(25 -CHARS MAX) 

(25 -CHARS MAX) 


(MMDDYYYY) 

(DATE RANGE = YYYYR; YYYY=YEAR , R=Q-9) 

(5- CHARACTER COUNTRY CODE) 

(5- CHARACTER COUNTRY CODE) 

(3- CHARACTER PORT OF ENTRY CODE) 
(MMDDYYYY) 

(3 -CHARACTER CLASS OF ADMISSION CODE) 
(M/F) 


LAST NAME AND FIRST NAME ARE REQUIRED FIELDS. OTHERS ARE OPTIONAL. 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 

CLEAR EXIT PF3 REFRESH 

PF4 MENU PF5 HELP PF6 MAIN MENU PF9 SOUNDS-LIKE SEARCH 


4/21 


9103 is the primary screen used when performing a search based on the subject’s name only or 
the subject’s name with a specific year of birth range. The information displayed will be an exact 
name match. 
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5.1.7 Alias (AKA) Name Search (9104) 
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DEPARTMENT OF HOMELAND SECURITY - USCIS 
CENTRAL INDEX SYSTEM - ALIAS (AKA) NAME SEARCH 


04/18/15 

13:43:13 


AKA/NEE LAST NAME: | 
RKA/MEE FIRST NAME: 

LAST NAME MATCH: 
FIRST NAME MATCH: 


(40 -CHARS MAX) 
(25-CHARS MAX) 

(NUMBER OF EXACT CHARACTERS TO HATCH (0-9)) 
(NUMBER OF EXACT CHARACTERS TO HATCH (0-9)) 


EXACT DOS: 
DOB RANGE : 
COB: 
COG: 
POE: 
DOE: 
COA: 
SEX: 


(DATE RANGE * YYWR; YYYY-YEAR , 8*6-9) 
(5 -CHARACTER COUNTRY CODE) 

(5 -CHARACTER COUNTRY CODE} 

(3 -CHARACTER PORT OF ENTRY CODE) 
(fWOYYYY) 

(3-CHARACTER CLASS OF ADMISSION CODE) 
(M/F) 


YOU MAY REQUEST A SEARCH ON FIRST -NAME -ONLY ALIASES, ON LAST -NAME -ONLY ALIASES, 
AND ON ALIASES CONTAINING BOTH FIRST AND LAST NAMES. OTHER FIELDS ARE OPTIONAL, 
SPECIFY THE SEARCH CRITERIA, THEN PRESS ENTER TO BEGIN THE ALIAS NAME SEARCH. 

CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


The primary use for the 9104 screen would be to perform a search using any alias information 
provided in the FOIA request. 
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5.1.8 Sounds Like Name With Date of Birth (DOB) Search (9106) 
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CIMQSNO DEPARTMENT OF HOMELAND SECURITY * USCIS 

COMMAND: 9106 CENTRAL INDEX SYSTEM - “SOUNDS LIKE” NAME 

NITH DATE OF BIRTH (DOB) SEARCH 


&4/1S/1 

17:28:2/ 


* last name; | 

* FIRST NAME; 

EXACT DOB; 
DOB YEAR RANGE; 
DOB MONTH RANGE; 
DOB DAY RANGE; 

LAST NAME MATCH; 
FIRST NAME MATCH; 


(40 -CHARS MAX) 
(25 -CHARS RAX) 

(WDYYYY; YYYY=YEAR ; MM* MONTH ; DD=DA¥) 
(YYYYR ; R"C-9) 

(YYWMMRRj RR=C-12) 

CYYyymmddrr; rr-0-31 ) 


(NURBER OF EXACT CHARACTERS TO MATCH (0-8).) 
(NUMBER OF EXACT CHARACTERS TO MATCH (0-9)) 


(COUNTRY CODE) COAt (CLASS OF ADMISSION CODE) 

(COUNTRY OF CITIZENSHIP) SEX: (M/F) 

(MMOOWYY) POE: (PORT OF ENTRY CODE) 


* LAST NAME, FIRST NAME AND ONE OF THE DOBS ARE REQUIRED, REMAIN I NO FIELDS ARE 
OPTIONAL. SPECIFY SEARCH CRITERIA, THEN PRESS ENTER TO INITIATE THE SEARCH. 
CLEAR EXIT PF3 REFRESH PF4 MENU PF5 HELP PF6 MAIN MENU 


The 9106 screen allows searches for information pertaining to the subject of the request even if 
the spelling of the name is incorrect. For example, the Requestor made a typographical error in 
the spelling of the name the search results will yield a list of similar names matching the 
subjects. 
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5.1.9 Card Display (9222) 


IM11I1 


£§ life Edit ;isss»ti Trassfer Frcgraa £|fitK Window Help 


wm 

-isjxl 


m 


pap: 

liS: 


it 


CIMCARD 
CO M HAND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - ARR/BC CARD DISPLAY (CARD) 


08/01/06 

08:22:32 


NAME: TAYLOR 


FRANCIS 


DOB: 080 


LEGAL PERMANENT RESIDENT 


CARD NAME: TAYLOR, FRANCIS E. 
INS A# 0 
CATEGORY: 


Cl USA 01 


BIRTHDATE: i 
CARD# S RC i 
PERMANENT RESIDENT SINCE: 12/12/2005 

CARD EXPIRES: 02/22/2016 


TAYLOR<<FRANCIS<EDWIN<<<<<<<<< 


MOTHER'S NAME: EDWINA 

CARD PORT OF ENTRY: BAL 


FATHER’S NAME: ZACHIUS 


CLEAR EXIT PF4 DISPLAY MENU PF5 HELP PF6 MAIN MENU PF 7 CARD HISTORY 


HUM GVR 


The 9222 screen is a snapshot of an actual Legal Permanent Resident (LPR) Card. In addition, 
this is the same screen to find Border Crossing (BCC) Card information. 
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5.1.10 File Location Display (9504) 







r Z"l :§ ISil 

:£<& • Session iScrisfr TosS- Help- 









The 9504 screen is split into two parts. This first screen shows you which File Control Office 
(FCO) has the A-file per NFTS. To view the old 9504 screen, please push “FI 1” (CIS File 
Transfer Display). 
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5.1.10.1 File Transfer Display (9504 + Fll) 


y .v & # f ip 


CIMFTDQ 

COMMAND: 


DEPARTMENT OF HOMELAND SECURITY - USCIS 
CIS - FILE TRANSFER DISPLAY (FIDO) 


NAME: R! 


DOB: 021 1 


PREVIOUS FCO: HSC 
CURRENT FCO: NRC 
REQUEST FCO: WSC 


FCO CREATING SUB-FILE: 
SUB-FILE CREATION IND: 


FILE LOCATED IND: C (FILE TRANSFER COMPLETE) 

DATE FTR: 10142005 (MMDDYYYY) 

DATE FTI : 10142005 
DATE FTC: 01162007 

PERSON/ACTION: 


ACCESSION NUMBER: 0000 
INS BOX NUMBER: 

REQUEST NUMBER: 

2ND REQUEST DATE: 

3RD REQUEST DATE: 


YOU MAY REQUEST A DISPLAY OF ANOTHER A- FILE BY KEYING A DIFFERENT A- NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 
PF1 1 DISPLAY NFTS FILE LOCATION INFORMATION 


#§ 4/5 


The main purpose of the 9504 screen is to check the location and movement of files. The 
following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 
FTI: File Transfer Initiated 
FTC: File Transfer Complete 
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5.1.11 Tables 


*■1 


4| Efc Edft Sjsisk;. Jrans&r Ef>>gra» Httik'W S«lp 


lax 



IDHS DC2580O2 V77 ENTER PASSWORD 

IDHS DC2580O3 V77 USER NRC0291B SIGNED ON LTERM VTHLT159 AT 08:37:43.64 06.258 
TSS70OOI NRC0291B Last-Used 15 Sep 06 08:19 System=02Rl F ac i 1 i t y= J479 IDHS 
TSS7O01I Court t = 10942 Hode = Fail Lo ck t i me =None Name=D EON AUSTIN 
V77 ENTER NEXT TASK CODE: 


mmmm 


The Tables section contains a wealth of informational codes that can be of assistance in making a 
decision about the subject of the request, such as Class of Admission. To get to this screen select 
the “keyboard” from the toolbar at the top of the screen and click the clear button on the 
keyboard. Once this is done type in the word tables. The next screen displayed will be the 
Tables Menu Screen. 
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5.1.12 Tables Menu 


iHE 


1151 pii 

ggHEw j Boren 


gg 

m 

Bi 


MAX 


m$ 2W*w gelp 


TBXSELMU 


COMMAND — > 


INS STANDARD TABLES DATABASE FACILITY 
MENU SCREEN 


(VADAD , LODAD, TB INF , VAINF, OR LOINF) 


09/15/06 
08: 40: 48 


TABLE ID: 
SEARCH VALUE: 


(MUST ENTER FOR PF1 AND PF2) 


TB10O0O1 

3270 


ENTER- - PROCESS COMMAND 

PF1 - - S INGLE LOCATION/VALUE TABLE SCREEN 

PF2--L0CATI0N/ VALUE TABLES BROWSE SCREEN 

PF3--REFRESH 

PF4- - PREVIOUS SCREEN 

PF5--HELP 

PF7--LIST TABLES 

PF8--EXIT 

USER AUTHORIZED TO PERFORM DISPLAY FUNCTIONS ONLY 


NUM OVR 


Placing the cursor in the Table ID field and pressing the function key PF7 a list of tables is 
displayed. 


25 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3538 



5.1.13 Tables Information Screen 




^ File Edit, Transfer Program Uji>tioii2 Wmdbw Help 


II % 


m 


TBXTBINF 


INS STANDARD TABLES DATABASE FACILITY 
TABLE INFORMATION SCREEN 


mm 

jm 


PAGE 09/15/66 
OGGI 08:46:07 


COMMAND ---> 


(SELMU, VADAD, LODAD , VAINF , OR LOINF) 


SEL ONE TABLE ID 


TABLE TYPE 


TABLE DESCRIPTION 


ADJUSTMENT OP STATUS COOES 


CIS/AFAC FCO CODE TABLE 
INTERNATIONAL/ MUNICIPAL AIRPORTS 
APPLICATION SUPPORT CENTERS 
ASYLUM INTERVIEW OFFICES 
ASYLUM OFFICES 
HEADQUARTERS 

BORDER PATROL SECTOR CODES 
BORDER PATROL SECTOR HE ADQTRS 
BORDER PATROL STATIONS 
BORDER PATROL STATION CODES 
INS/DOS/USCS COUNTRY CODE DISCREPS 


PF1 PF 2 

PGFRWD PGBWRD 


PF4 

PREV SCN 


TB1 O0043 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


MUM OVfi : 


The tables are in alphabetical order. Place an X in the “SEL ONE” column and press enter and 
this will bring up a list of different codes. 
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5.1.14 Value Tables Browse Screen 




$i : transfer Ingram MM& 2£M*w gelp 


TBXVAINF 


INS STflNDfiRD TABLES DATABASE FACILITY 
VALUE TABLES BROWSE SCREEN 


lax 


PAGE O9/15/06 
0O14 08:56:1© 


(S E LMU , VADAD, LODAD, TBINF , OR LOINF) 


TABLE-ID: ADJX TABLE DESC: ADJUSTMENT OF STATUS CODES 


SEL SEARCH VALUE 
IB7 
IBS 
ICS 
IC7 
IDS 
I F 1 
IF2 
IRS 


VALID CODE 


TABLE TEXT 

SLF-PETITIQN CHILD OF USC 

CHILD OF IBS 

INDOCHINESE REFUGEE 

SPS/CH INDCHN REF NOT QUA SEC 

INDOCHINESE PAROLEE 

ALIEN REC ADM FOR PER RES CREA 

MINOR CHILD OF IF1 ALIEN 

PARENT OF U. S. CITIZEN 


SPOUSE OF CITIZEN 


CHILD OF CITIZEN 

ORPHAN ADOPTED RBRGAD BY CITZ 


PF1 PF2 PF 4 PFS PF 8 

PGFRWD PGBWRD PREV SCN MENU EXIT 
TB100O43 - SELECT ONE RECORD OR TRY OTHER FUNCTIONS 
3270 


NUM OVR 


Read the screen in its entirety for navigation instruction and additional information. 
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5.2. Computer Linked Application Information Management System 


5.2.1 Introduction 

The Computer Linked Application Information Management System (CLAIMS) tracks 
application and petitions. CLAIMS is a menu driven system. The Inquiry/Update Processing 
selection on the menu is the only menu NRC FOIA uses because we search for receipts but never 
modify information in CLAIMS. 

5.2.2 TeleView Introduction Screen 



WARNING! This computer system is the property of the United States 
Department of Justice. The Department may monitor any activity on the system 
and search and retrieve any information stored within the system. By 
accessing arid using this computer, you are consenting to such monitoring and 
information retrieval for law enforcement and other purposes. Users should 
have no expectation of privacy as to any communication on or information 
stored within the system, including information stored on the network and 
stored locally on the hard drive or other media in use with this unit 
(e.g., floppy drives, CD-ROMS, etc.). 

CCCCCCCCC 02R1 


cc 


TTTTTTTTTTTT 



VV 

VV 





cc 

n a n fl 

TT 

EEEEEE 

LL 

EEEEEE 

VV 

VV 

II 

EEEEEE 

WW 

WW 

cc 

flfl fifl 

TT 

EE 

LL 

EE 

VV 

VV 

II 

EE 

WW 

WW 

cc 

flfl AA 

TT 

EEEE 

LL 

EEEE 

VV 

VV 

II 

EEEE 

WW 

W WW 

cc 

flfl AA 

TT 

EE 

LL 

EE 

VV VV 

II 

EE 

WWWW 

WWWW 

CAACCCCCC 

TT 

EEEEEE 

LLLLLL 

EEEEEE 

VVV 

II 

EEEEEE 

WW 

WW 


A ACCCCCC A 

A A AA USERID ========> 

AA AA PASSWORD ======> 

NEW PASSWORD ==> 

VERIFY NEW PASSWORD ==> 

PF1 = HELP PF2 = TIME PF3 = LOGOFF 

PF4 = WHOAMI ENTER = PROCESS CLEAR = REFRESH 

3273 


CAPSNUMOVR 


This screen is the introduction to TeleView. From this screen, use the designated User ID 
(NRC####A) and Password to sign onto the database. 
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5.2.3 CLAIMS Selection Screen 


; simile gdte : Session:: Jnarisfer ::Pnogrsm : Options WhO;*- ijjjelpij : 




Q| : 

_igi xj 


COMMANDS 

ENVIRONMENT 

HELP 

EXIT 

MODEL : LUO -2/2 

LUNAME: J5NRC2AE 

DAL CR -TELEVIEW 

4.4 

USERID: NRC7208A 
ESCAPE: PA1 

COMMAND ====> 6 1 

Sesnum System 

Application Status 


Remarks / Description 

1 HELP 

Avai lable 


TeleV'iew Help Facility 

2 MSG 

Available 


TeleView Message Facility 

3 NEWS 

Available 


Help & News Menu 

4 J406IDMS 

Available 


RAPS-APSS-EOIR 

5 J427IDMS 

Avai lable 


FOIA/ NACS/STSC/H FAS/RNACS 

I ra mmmvm | 

| p vail able 


(CLAIMS 

7 J 427CICS 

Available 


DAL ROPES 

8 J504CICS 

Avai lable 


WDC ROPES 

9 J537IDMS 

Available 


AR11 

10 J534IDM S 

Avai lable 


CIS 

11 J 52 71 DM 2 

Available 


PICS/ADMIN SYSTEMS/DACS 

PF1= HELP P F 3 = END 
3270 

P F 7 = PAGE UP P F 8 = PAGE DOWN 

PF9 = 

NOTEPAD P F 1 0 = ERASE NOTES 




. .1 V-] i i >|j^| j j-j 


The number selected to access CLAIMS can vary for each computer. 


29 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3542 




5.2.4 CLAIMS Function Screen 


simile :: Edte : Session:: Transfer: : :Pnogrsm : Options Whd;.'w ijjjelpij : 


0 


II 


BHHH 

I □□nut 


/OB 


r*m] 

ll: 


US 


.Jflixj 

-ifli xj 




I DM S DC258O02 V9 ENTER PASSWORD 

I DM S DC258003 V9 USER NRC7208A SIGNED ON LTERM VTM LT506 AT 08:54:22.05 G5.349 
TSS7O0OI NRC7208A Last-Used 15 Dec 05 08 : 51 System=02Rl Facili ty=TELEVIEW 
TSS7001I Count=G8208 Mode^Fail Lockt ime=None Name=TI FFANY ROSS 
V9 ENTER NEXT TASK CODE: 




7:55 AM 


After selecting CLAIMS from the main menu, you will see the screen print shown above. Type 
in “claims” or “fare” and press enter. This screen is not case sensitive. 
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5.2.5 CLAIMS Welcome Screen 


simile iiigpt::: Session:: Transfer: : :Pnogrsm ::£piGos: Whd;.'w : Hep : 


0 


Is 


OBBO 

I gang F 


/UD 

■Hi 


r*m] 

Si: 


is 


ill 

x 




FSXH NEWS 


CLAIMS HRINFRRH E SYSTEM 
NEWS SCREEN 


12/15/2005 

08:55 


WELCOME TO THE COMPUTER LINKED APPLICATION INFORMATION MANAGEMENT SYSTEM 

{CLAIMS} 

fr * w * * w * * * * * **+# **** * * * * * * * * +*i 


PRESS ENTER TO LOGON OR. PF8 TO EXIT 


PF8 

LOGOFF 


NUMOVR 


Press enter from here to get to the logon screen. 
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5.2.6 CLAIMS Logon Screen 


Sfj Ete Edit Session Transfer Program Options Window Help 


Jmxj 

M 




jjrj Hi! 


m 

M 


m 




rii 


FSXHCLHS 


CLRIM S HRINFRRH E SYSTEM 
LOGON 

LEGALIZATION NOTICE OF CONFIDENTIALITY 


12/15/0005 

08:56 


SECTIONS 210(B)(6) AND 245(C)(5) (CONFIDENTIALITY OF INFORMATION) OF THE 
IMMIGRATION AND NATIONALITY ACT, AS AMENDED, LIMIT THE USE OF INFORMATION 
FURNISHED THE SERVICE IN CONNECTION WITH LEGALIZATION APPLICATIONS. 

ANYONE USING, PUBLISHING, OR PERMITTING SUCH INFORMATION TO BE EXAMINED IN 
VI IOLATION OF THE ABOVE SECTIONS SHALL BE SUBJECT TO A FINE AND/OR 
IMPRISONMENT IN ACCORDANCE WITH TITLE 18, UNITED STATES CODE. 


PLEASE ENTER CLAIMS USER ID AND PASSWORD 

PF8 

LOGOFF 

3270 


• • • • 

























- - 







• • - • - 
































HUIUI UVtt i 


To logon, your USER ID will be NRC and the last 4 digits of your social security number 
followed by a letter (NRC1234A). Check with your supervisor for your password. Normally, 
your password is your last name in lower case. If your last name is longer than eight characters, 
then your password is the first eight characters of your last name in lower case. Your CLAIMS 
ID and password do not change. 
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5.2.7 CLAIMS Main Menu Screen 



FSDLH NU1 

CLRIMS MAINFRAME SYSTEM 

12/15/2005 


MAIN MENU 

08:57 



NRC7208A 

1. 

COLLECTION k RECEIPTING - APPLICATIONS 


2. 

COLLECTION k RECEIPTING - PETITIONS 


3. 

COLLECTION k RECEIPTING - BONDS 


4. 

COLLECTION k RECEIPTING - FOIA 


5, 

COLLECTION k RECEIPTING - PRIVACY ACT 


6, 

COLLECTION k RECEIPTING - MISCELLANEOUS 



8, 

GENERATE REPORTS 


9. 

MAINTAIN SYSTEM FILES 


10, 

MANAGEMENT STATUS REPORTS 


11. 

CASE STATUS INQUIRY/I -864 SPONSOR INQUIRY 


12, 

PRINT DELAYED/DUPLICATE APPROVAL NOTICES 


13, 

EMPLOYMENT AUTHORIZATION DOCUMENT PROCESSING 


14, 

SCHEDULING/CARD PRODUCTION PROCESSING 


15, 

FD258 FINGERPRINT TRACKING INQUIRY 



ENTER SELECTION: 7 


WELCOME TO THE 

CLAIMS MAINFRAME SYSTEM, PLEASE MAKE A SELECTION, 



PF8 


3270 

LOGOFF 


NUMOVR 


From the Main Menu type the number for INQUIRY/UPDATE PROCESSING and press enter. 
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5.2.8 Inquiry Screen, searching with a Receipt Number 


s^gile ; ; ; Edit; ; : Transfer: :Pnogrsm : Options Whd;.'w : 


JsDill 

xj 




ifi 5s H 


/an 


r*an 

il: 


SB 


tk 


FSXH IH N1 


CLRIM S M AINFRAM E SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LINE 


12/15/2005 

08:59 

NRC7208R 


(SELECTIONS BELOW FOR APPLICRTIQNS RND PETITIONS ONLY) 


USER ID: 


(MM DDCCYY) 


3. BENE FI CIRRY/fl P P LI CRNT 
NRME (LAST): 

BIRTH DRTE : 

4. R NUMBER: R 

5. REFERENCE NO. : 


(MM DDCCYY) 


PETITIONER 
NRME (LAST): 


(FIRST) : 


PF3 PF6 PF8 PF10 PF11 PF12 

CANCEL MAIN MENU LOGOFF REMOTE RCT UPD BY CODE ACT UPD BY RCPT 
3270 


NUMOVR 


On the Inquiry screen, there are several ways to search for records. If you know the receipt 
number, type the number under the first field to pull up the receipt information. 
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5.2.9 Searching CLAIMS using a Name and Date of Birth 


simile ; ; ; Edit; ; : Session:: Transfer: Jyqgram: ::£piQos: Whd;.'w : :(jel p:i : 




jjrj ^ Hi! 





/2D 

Ip: 

im. 

l! 

m m 

■a 


Ugl*] 

M 


FSXMIMN1 

CLAIMS MAINFRAME 

SYSTEM 


02/07/2006 



UPDATE PROCESSING 

MENU 


09:16 






NRC7208A 



SELECT AND COMPLETE 

ONE LINE 


1. 

RECEIPT NO. : 






(SELECTIONS BELOW FOR APPLICATIONS AND PETITIONS 

ONLY) 

2. 

USER ID: 



DATE: 

(MMDDCCYY) 

3. 

BENEFICIARY/APPLICANT 









rereBW 



nn ■ 

| ftMDOCCYOH 




4, 

A NUMBER: A 





5. 

REFERENCE NO. : 





6. 

PETITIONER 






NAME (LAST): 



(FIRST) : 


PF 

3 PF6 

PF8 PF10 

PF11 


PF12 

CANCEL MAIN MENU 
3270 

LOGOFF REMOTE ACT 

UPD BY 

CODE ACT 

UPD BY RCPT 


WLIMOVR : 


You may also search name and birth date. CLAIMS does not forgive spelling errors and will not 
conduct “sounds-like” or wild card searches. If you do not immediately find a receipt, you 
should also search by alias names and variations of the name. You may also search without the 
birth date. This may have the results you are looking for depending on how common the name 
of the subject. Searching using the birth date will narrow the findings. 
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If your subject has a very common name, the inquiry may result in several pages of matches. 
View the screen pertaining to the individual receipt number or look for the type of form. It will 
show detailed information relating to that specific receipt number. To view the detailed 
information, type the corresponding number at the bottom of the screen labeled “TYPE IN 
SELECTION.” Fo r example, if you type “3”, the detailed information relating to receipt number 
I I will be displayed. 
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5.2.10 Searching with the A-Number 
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You may search by A-Number. Navigate through these fields by tabbing, or to go backwards, 
use Shift-Tab. CLAIMS used to allow adjudicating officers to enter alien numbers as an eight- 
digit number without a leading zero. Ordinarily you should enter a leading zero immediately 
following the letter A (in purple on this screen) and then enter the rest of the A-Number. If you 
do not find what you need, try deleting the zero immediately after the “A.” If the person has a 
nine digit A-Number, you will not have to worry about it. Note: if you search by A-Number, it 
may not show every receipt belonging to the person, so you may still have to search by name and 
date of birth or by petitioner’s name. 
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5.2.11 Searching with the Petitioner’s Name 
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You may search by using the petitioner’s name, but be forewarned: if the petitioner has a very 
common name the results of this search may be overwhelmingly voluminous. 
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5.2.12 Search Results 


The screen print below is the result of a search. The receipt shown is for an 1-751, Petition to 
Remove Conditions on Residence. 



(b)(7)(e) 


The receipt information gives the name, date of birth, A-Number and address. The status of the 
receipt file is near the bottom of the screen. (STATUS/ACTION: EBS1) 
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The top right corner of the screen shows the owner of the file; this may help in determining 
where to request the receipt file especially if the receipt information is not in NFTS. This receipt 
begins with SRC but that does not matter for staffing - the OWNER would be where you staff. 
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By pressing FI 1, you may view the history screen. From this screen, we can see the status of the 
application/petition. If the petition has been approved, destroyed, rejected or transferred, it may 
make a difference as to how we staff. 
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5.2.13 Beneficiary Petition for Non Immigrant Worker 
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On an 1-129 petition, the petitioner’s information is on the first screen you pull up after you enter 
or select the receipt number. 
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To see the beneficiary information press FI. 
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To view the history press the F4 key to return to the previous screen and enter FI 1 . 
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There may be numerous results on a name search. Press FI to see the results of the next page. 
To view number 1 0 on page 2 of the results, enter “ 1 0.” To go back to the results of the search, 
press F4. The screen always returns to the first page of the search results. Remember this if you 
are going through the results page by page. 


5.3. National File Tracking System (NFTS) 

NFTS is an automated system that enables USCIS to track and account for nearly 50 million 
Alien Files (A-Files) and Receipt Files. NFTS allows for local control of all files within a 
designated USCIS File Control Office (FCO) or Case Control Office (CCO). The system 
supports the file migration from the USCIS field offices to facilitate a national tracking system 
that supports the National Records Center (NRC) and a centralization of agency records. You 
will learn much more about using NFTS in the Staffing section of this guide. 
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5.4. Person Centric Query Service (PCQS) 


PCQS is an automated system that allows a person to submit a single query for all transactions 
involving an immigrant across a number of USCIS and Department of State (DOS) systems. 
PCQS returns a consolidated view of the immigrant’s past interactions with USCIS and the 
Department of State as he or she passed through the U.S. immigration system. 

Since PCQS can give us a comprehensive overview of a person’s immigration history, it can help 
us locate certain documents to request, for instance, we may find information about an archived 
receipt in PCQS that we would not find in CLAIMS. You do not have to log in to PCQS to read 
the PCQS User Guide. Simply go to 
https://pcq2.esb.uscis.dhs.gov/PCQS/PCQS_User Guide.pdf 
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5.5. FOIA/PA Information Processing System (FIPS) 

The Freedom of Information Processing System (FIPS) is an automated system that allows us to 
process FOIA/PA requests electronically. This automated system enables the scanning of paper 
files into electronic images. These images are easily stored, retrieved, and processed. FIPS 
provides workflow processing for the life of a case. Any time you do any transaction concerning 
a FOIA/PA case, it will be through FIPS. 
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6. CREATING THE CASE 
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On the FIPS worksheet under the header “Contents,” you will notice that usually Seq. 1 is the 
“Request Letter” and any supporting documents submitted with the request to include the 


mailing envelope. There will be a date and time in the right column. In older cases, the 
supporting documents may show in sequence 2 as Request Supporting Documents. 

Occasionally requests are submitted on the following forms; the G-639 alone, G-639 and G28 
together, or a Power of Attorney. In addition, requests are submitted by letter from an attorney 
or a representative and a G-28, and finally requests are submitted by letter from an attorney, or 
from the subject of record. Occasionally, there will be other documents scanned in, such as an 
alien registration card, driver’ s license or other types of identification. You may also see 
miscellaneous screen prints or memoranda. Make sure to view all documents scanned in FIPS, 
in the Request Letter, and Request Supporting Documents slots before you create the case. 

If you find two or more unrelated requests scanned into one request slot: 

A. Create one of the cases. 

B. Search to see if the other subject has an active case. 

C. If you find an active case for the 2 nd request, create a Discussion note explaining - no 
further action required. 

D. If you do not find an active case for the 2 nd request: 

a. print the request and attach a Scan As sheet noting it is a new request. 

b. take it to OA to be scanned as a new request. 

c. create a Discussion note. 
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During the Case Create process, you may need to leave your work station, or you may receive a 
telephone call, or various things may happen to distract you from creating the case. If anything 
happens and you need to stop work temporarily, it is always a good idea to click: 


Save 


K 


You must identify the following critical items and enter them into the FIPS worksheet before 
creating the case: Requestor name and address, subject name, Track, type, source, and bureau. 

If you are going to be away from your desk for 15 minutes or more, it is a good idea to check in 
your documents and log out of FIPS. It does not usually take very long to log back into FIPS 
and check your documents out again - in fact, it will save you time and effort. If you forget to 
log out and come back after a prolonged absence, you might possibly be disconnected from the 
server and not know it. When disconnected from the server, FIPS sometimes allows you to 
continue working but as soon as you attempt to save or check in a document, it will send you to 
the log-in screen and you lose the work you have done. 
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611 RULES FOR ENTERING INFORMATION ON THE FIPS WORKSHEET 


6. 1 . 1 . 1 If the Requestor provides an alien number (which we will refer to as “A-Number,”) 
you should first verify that it is the subject of the request and that this is not a duplicate 
case. After entering the A-Number in FIPS, copy the number you entered and open CIS 
9101 screen. Enter ‘a’ on the number line, paste in the A-Number after the ‘a’, and press 
enter. Verify that the subject shown in CIS matches the subject listed on the request. Next, 
open NFTS, enter ‘a’ on the number line and paste the A-Number after the ‘a’, and press 
enter. This will show you the current location of the file. If the Requestor did not provide 
an A-Number, you should search by subject name and/or Requestor name by entering the 
information on the search screen and checking the boxes to use them in the search. If the 
Requestor provided multiple A-Numbers, you should verify that each is for the subject and 
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then search by each file number. You may discover that two A-Numbers have been 
consolidated. In that case, you use the surviving A-Number only. 


6. 1 . 1 .2 Do not use professional titles, such as Doctor or Reverend in the Requestor 
information. 

6.1.1 .3 You may use Jr., Sr. or II, III, etc., if the Requestor or subject uses it on the 
request. If Jr. or Sr. applies, make sure it ends with a V (period). 

6. 1 . 1 .4 Do not open cases in the name of a company or firm only. If the name of the 
Requestor on the Form G-639 is a company name, please review the supporting 
documents to try to locate the name of the attorney/representative of the company. 

For example, if your request comes in on a G-639 and the name of the Requestor is only 
the name of the law firm representing the alien (for example, Wilens & Baker) you will 
need to look through your supporting documents to see if you can locate the name of the 
attorney at Wilens & Baker who is representing the alien. If you cannot locate the name 
of the attorney who is representing the alien, then open the case in the name of the alien, 
in care of the law firm. Do not use “Wilens and Baker” as the Requestor name. 

6. 1 . 1 .5 Do not hyphenate names. For instance, if the Requestor has written his or her 
last name as “Ortega-Ramirez,” you should enter that name in FIPS as “Ortega Ramirez,” 
omitting the hyphen. This saves time by permitting a person researching cases to enter 
“Ortega Ramirez” without having to guess if the case creator hyphenated the name. 

6. 1 . 1 .6 Double-check the spelling of the names. If the name of the Requestor is not clear 
on the request letter, check the supporting documents for a Form G-28 for the Requestor 
name. 

6. 1.1. 7 Please add a period after the middle initial. 

6. 1.1.8 Rescinded. 

6. 1 . 1 .9 Do not use part of the last name as a middle name, for example Hispanic names. 
Sometimes it is obviously a middle name, such as Juan Jose Gonzalez. Sometimes it is 
obviously a first and second last name, such as Juan Gonzalez Becerra. Other times, it is 
not so clear. If you do not find the person by exact spelling, you might look at the 
mothers and fathers last names, if provided. You may use a percent sign (%) as a wild- 
card for these searches. For example, if the Requestor’s name is Jaime Vazquez, but you 
see he also has spelled his name Vasquez - you can search by Subject Last Name 
“Va%que%” and Subject First Name “Jaime.” You may also need to search by 
variations of the first, middle, and last names - they may be in a reversed order in CIS. 
Some names may be found in CIS with a different sequence or combination of the first, 
middle, and last names. If you are unsure consult a co-worker, or supervisor. 
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6. 1 . 1 . 10 If the request came to us on Form G-639, you should use the name and address 
of the Requestor in Section, “Requestor Information.” 

If you have a conflict between addresses on a properly filled out G-639 and G-28, please 
use the address on the G-28. 

If the request is not on Form G-639, please use the address that is on the letter unless the 
Requestor specifies a different address. If you are unsure, please consult a supervisor and 
add a Discussion explaining your decision. 

If the Requestor included a G-28, please look to see if the Requestor is an attorney. If the 
Requestor is an attorney, please look at the name of the firm. If the name of the firm 
includes the attorney’s name, please make the second line of your address “Attorney at 
Law.” If the name of the firm does not include the attorney’s name, please make the 
second line of the address the name of the firm. If the Requestor is not an attorney, then 
simply use the address that is in the Requestor Information block of the G-639. For 
further guidance, please refer to section 6. 1 . 1 . 1 7 of this guide. 

You may use other request documents to verify what is shown as the Requestor address 
on the request. 

We cannot create FOIA cases in the name of a foreign consulate or a congressional 
office. If the address on the request is a foreign consulate office, or is a congressional 
office, then you may use the address listed on the G-28, or other documents in the 
request, such as an envelope. If you do, please create a Discussion saying you did so. 

If there is a cover letter or other document specifying that the records should be sent to a 
different address than the consulate or congressional office, then you may use the address 
listed on the G-28, or other documents in the request, such as an envelope. If you do, 
please create a Discussion saying you did so. 

Something that is evident to you because you have been creating the case might not be 
immediately obvious to a supervisor or processor who has just opened the case. Please 
keep in mind that if you have done something out of the ordinary, adding a Discussion 
note will clarify your thought process and your decision. 

If you can find no useable address, be sure to add a Discussion note to the case and send 
the case to Unit Chief (which we will frequently refer to as UC). If addresses are difficult 
to read or unclear, you may call the Requestor or go to 

A. http://zip4.usps.com/zip4/welcome.jsp to verify that it is a valid address and the 
format that should be used. 
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B. http://www.canadapost.ca/cpotools/apps/fpc/personal/fmdByCity? execution=el si 
) provides similar address information for Canadian addresses. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 

6. 1.1. 1 1 Each line of the address in FIPS can contain no more than 35 characters; this 
includes spaces and punctuation. When we are printing the responsive records to CD, 
nothing over 35 characters prints on the CD. This requires the OA clerks to print a label 
separately for those CD’s before mailing. 

6. 1 . 1 . 12 Do not use special characters, such as and “#” in the address field; rather, 
spell them out or use an abbreviation, such as “and” or “No.” Note: you may use spaces, 
dashes, periods, commas or single quotes (‘). You may not use @, #, $, %, A , &, *, (, ), 
=, +, [,], {, }A<, >, or/. 

6. 1 . 1 . 13 Please include the suite number or apartment number on the same line as the 
street address. FIPS will allow you to key in more than 4 lines in the address box. The 
issue is when the case is processed and the CD is printed, it only prints the first 4 lines. 
The Requestor’s name is the first line of the address, so you have three lines left. Enter 
any suite numbers or apartment numbers in the address line. 

6. 1 . 1 . 14 If the Requestor does not provide a valid address use: 123 Main Street, 
Washington, DC 12345. Close the case as FC, blank out FC letter, then send the case to 
up front approver. Please add a Discussion note to the case titled “Missing address,” 
explaining the illegible mailing address. 

6.1.1.15 When the attorney or subj ect of the request provides both a physical mailing 
address and a P.O. Box, use the P.O. Box for the official mailing address and do not 
include the physical address. Please do not use both. 

6. 1 . 1 . 16 The address can only be four lines long, even though FIPS gives you an extra 
line. The Requestor’s name is always the first line. 

6.1.1.17 Why identify the Requestor as an attorney? In addition to being a sign of respect 
and professionalism, it makes the acknowledgment letter legal mail, which in many states 
guarantees special confidential treatment. Properly addressing attorney(s) as third party 
Requestors in FIPS: 

Example 1: If the attorney(s) is not affiliated with a law firm, then the first line of the 
address should be “Attorney at Law.” 

Requestor Address 
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Christopher T. Stender, (Esquire) 


Attorney at Law 
1 1 1 Main Street 
Sample, MS 44444 


Example 2: If the attorney(s) name is part of the firm’s name, then the first line of the 
address should be “Attorney at Law.” 

Requestor Address 

Manual Solis, of (Law Offices of Manuel Solis) Attorney at Law 

1 1 1 Main Street 
Borderline, AK 22222 

Example 3: If the attorney(s) name is not part of the firm’s name, then the firm’s name 
should be the first line of the address. 

Requestor Address 

Spiro Serras, of (Wilens and Baker) Wilens and Baker 

1 1 1 Main Street 
Aroundthebend, OK 33333 

If the address on the request is a residential address under the name of someone other 
than the subject or Requestor, you must add ‘c-o’ and the listed person’s name (FIPS will 
not allow c/o). If USPS does not show the Requestor or subject name on the request as 
living at that address, the mail will be returned. Using ‘c-o’ (in care of) allows USPS to 
deliver the mail to that address as long as the person listed receives mail at that address. 

6.1.1.18 If an address is foreign, check the box marked Foreign. This will change the 
format of the worksheet to include the Province and Country and postal code. You must 
complete the city and country name fields to ensure proper delivery. Some foreign 
countries also require postal codes. 

This link 

(ht tp ://www. canadapost. ca/ cpoto ol s/ apps/fp c/p e r so n al/ fm dB yC it y ? exe cu tions 1 s 1) 
provides address information for Canadian addresses. Also 

http: // bitboost.eo m/ref/international-address -form a ts.htm l#Fo r ma t s can be used to find 
the proper format for foreign addresses to ensure you have the needed information in the 
correct format. 

If a foreign address has no postal code and FIPS will not accept the address without it, 
add an ‘-‘as the postal code. It may also be necessary to view the return address on the 
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envelope to see how the address should read because their address formats are different 
than ours. A foreign address may be very long, and you may have to consult a supervisor 
to complete the address field correctly. The following places should use standard U.S. 
mailing addresses because they are NOT foreign countries: 

American Samoa 
Guam 

Puerto Rico 

Northern Mariana Islands 
Baker Island 
Howland Island 
Jarvis Island 
Kingman Reef 
Midway Islands 
Navassa Island 
Palau 

Palmyra Atoll 
U.S. Virgin Islands 
Wake Island 
Micronesia 

6.1.2 Requestor Search/Entry. To locate and select existing Requestors or to enter 
new Requestors, click the Requestor Search/Entry link to open the Requestor Search 
Form. To search for an existing Requestor, click in one of the available fields in the 
Requestor Search Form and begin entering pertinent information. When searching for a 
Requestor whose last name is Smith, for example, click in the Last Name field and enter 
a portion or the entire last name. After you have entered enough information, click 
Search to locate Requestors with matching information. Searching by last name and first 
name brings up more exact matches. Changing the frequent Requestor indicator to 
‘either’ will search for both regular and frequent Requestors. Refer to the rules in section 
6.1.1 for any questions on searching for Requestor information. 
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(b)(6) 



If you get any matches to your search, you will see a screen that looks like this: 



If any of those Requestors are a perfect match for your Requestor, you may “Assign this 
Requestor” by clicking on the icon to the left of the name. Make sure the address is an exact 
match, including any apartment or suite number - just matching by names causes problems when 
addresses don’t match exactly. 
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(b)(6) 
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6.1.3 Add New Requestor. If you do not find a match, you will have to add a new 
Requestor by selecting Add New Requestor: 
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When you click Add New Requestor, you will get a dialog box that you fill in. You will enter all 
information and decide if this is a Frequent Requestor. If the Requestor is an attorney or 
representative who is not already in the system, please save as a Frequent Requestor. Do not 
create a new frequent Requestor if one already exists with matching name & address 
information, including apartment or suite numbers (first & last names should match, but first 
initials or a second last name may be used in some cases and if addresses match, they can be 
used). Phone number should be entered in the following format: 999-999-9999 for US phone 
numbers. Extensions are allowed after a space following the phone number. Although you are 
not required to do so, you may enter the e-mail address if it is provided. Click ‘save.’ 
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6.2 SUBJECT INFORMATION 


After saving, look to see if this is a self-request. If so, you can copy the Requestor Information 
to the Subject by clicking on ‘Copy to Subject’ 
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Otherwise, you will have to enter the subject information in the area. If the person gave more 
than one A-Number, please separate them with a comma in the A-Number field. FIPS converts 
all ‘A-Numbers’ to 9 digits by inserting leading zeroes. 

Note: We don V use parenthesis when entering phone numbers 


Subject Information 

First Middle 

j Melville 


A-Number! 

Topic 


Last 
; Crump 


6.2.1 Name 

Enter the subject’s name, as it appears in section “Requestor Information” of Form G-639 
(b)(6) (except in the case of a petitioner asking for a petition). 

The name portion of the worksheet is the name of the alien whose file we are requesting. 

This is usually the name in the subject portion of the Form G-639, or in the subject line of the 
request letter. However, if the Requestor is asking for a petition he or she filed on behalf of a 
beneficiary, then that document will be a separate receipt or it will be in the beneficiary’s 
file, not the Requestor’s file. In situations like this, the subject information would be that of 
the beneficiary, not the Requestor. If a receipt has been consolidated into the beneficiary’s 
A-file, we require certification of agreement from the beneficiary or we will close the case as 
a Total Denial (TD). See Section 7 for Certification of Agreement and Verification of 
Identity. Watch for identical family names requesting records of other family members. 

Please verify all A-Numbers and receipt numbers in CIS or CLAIMS to be sure they belong 
to the person whose records are being requested. 

6.2.2 Alien Number 

In the alien number field, enter the subject’s alien number, as provided on the request, as an 
eight-digit or nine-digit number. FIPS will automatically convert all A-Numbers to nine digit 
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numbers by adding leading zeroes. Do not use the preceding ‘A’ or ‘T’ file indicator in 
FIPS. 

6.2.2.1 Always check the A-Number in CIS to be sure it belongs to the correct subject. 
Copying and pasting the A-Number will save you from making a typographical error and 
inadvertently staffing for the wrong file. 

6 . 22.2 If the alien provided us with more than one A-Number, please separate these 
numbers with a comma and verify they are all for the subject. 

6 . 22.3 If you have created the case and you see less than eight digits in the A-Number 
field, please re-check (by pasting the number into CIS) to make sure you have entered the 
number correctly. 

6.2.2.4 Do not enter the petitioner’s A-Number if the request is only for a copy of an 
unconsolidated petition filed on behalf of someone else. If the request is for all records, 
we would need to staff for the A-Number and receipt file. If the subject of the A-Number 
and beneficiary are different people, you must create additional cases. 

6.2.2.5 If the Requestor is a petitioner asking for a copy of a petition that has been 
consolidated into the A-file of the beneficiary, you should enter the A-Number of the 
beneficiary, and change the subject name to that of the beneficiary, since we will request 
the beneficiary’s ‘A-file’. We require certification of agreement from the beneficiary or 
the case will be closed as a Total Denial (TD). For more information about this, please 
refer to section 7, Certification of Agreement, Verification of Identity and Description of 
Records. 

6.2.3 Topic 

If the request is for something other than an alien file, for example, a receipt file or a 
vacancy announcement, then you will add this information in the “Topic” field in the 
Subject Information area. 

“Topic” is used at different times, such as: 

• when there is an unconsolidated receipt file 

• when it is a request for a vacancy announcement 

• when it is a request for a personnel file 

• when it is a request relating to policies and procedures service-wide 

• significant interest requests with a topic unrelated to a subject records request. 

You may change the Topic field (unlike the A-Number field) after you have 
created the case. 
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Do not use Topic to describe specific documents such as an 1-130 or immigrant visa if the 
receipt number is unknown - you should specify that in the Discussion notes and in the 
acknowledgement letter. It is always a good idea to read any correspondence you prepare 
to be sure it makes sense. For more information, refer to section 18, Acknowledgment 
Letters. When you use Topic, you must check and possibly modify any staffing or 
acknowledgement letters. 

6.2.3.1 If the alien is requesting a receipt number, enter the information in the following 
format: 


Correct: MSC0412360000 
Incorrect: MSC-04-123-60000 


6.2.3.2 The format above assists the Mission Support Assistants in locating the files and 
in locating the cases in FIPS when the receipt files come into the facility, and it will make 
it possible for case creators to spot duplicate or similar cases. If you are requesting 
multiple receipt files from the same facility (for the same subject), you may staff for up to 
four receipt files on one staffing sheet. See Staffing Sheet Guide for more guidance. 

6.2.3.3 When the request is for vacancy announcements, the vacancy announcement 
number must be the first part of the description. See section 6.3.4.4, Significant Interest 
Group (SIG) Requests, for more information on handling personnel related requests. In 
other types of situations, put as much of the pertinent information in the description line 
as space will allow. You will need to modify the acknowledgement letter. 

6.3 CASE SPECIFICATIONS 


6.3.1 Track 

Track 58 




6.3.1. 1 Track 1 - 

Select Track 1 if the request is for: 

• a specific document, or 

• if your search yields only a receipt file or 

• if the only responsive record is screen prints. 

Any time you have a RAFACS-only staffing, you should create the case as Track 1. 
A specific document request consists of three documents or less (except asylum or 
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refugee requests, which you must evaluate more carefully - please refer to section 
8.24 SITUATION: Requests for Asylum or Refugee documentation) . 


6.3.1. 1.1 If the request is for a specific document, please select the category 
Specific Documents and make the case a Track 1 . The third paragraph of the 
acknowledgement letter sent to the Requestor contains the following paragraph 
and you must modify it to show the specific documents requested: 

We respond to requests on a first-in, first-out basis and on a multi-track system. Your 
request has been placed in the simple track (Track 1). You specifically requested 
Specific Doc Information. If you would like a copy of all your records, please 
send a written request to the address above, otherwise you will receive only 
the documents you specified. 

You should modify the specific document language in the acknowledgement letter 
should to be as close as possible to the way it was stated in the request. Otherwise, 
if the request is Track 1, but is not a request for specific documents, please delete 
both sentences that address specific documents (bolded in the paragraph above). 
Either way, you should never leave the words “Specific Doc Information” in 
your acknowledgment letter. 

6.3.1. 1.2 If the request is for a specific document, continue to create the case in 
Track 1 as Specific Documents. If the Requestor responds that he or she needs 
the whole file, a FOIA/PA Assistant or Government Information Specialist 
working in Records Locator (which we will refer to as RL) or the Research queue 
can change it to Track 2 at that time. See section 34 for instructions on how to 
change tracks. 

6.3.1.2 Track 2 - Requests for entire copy of alien file, detentions, deportations or 
removals, asylum or refugee requests, and requests from news media or special interest 
groups. 

If the request has “all records” checked and/or lists more than three documents on the G- 
639, please select the category Alien File, Asylum or SFR cases at NRC and make the 
case a Track 2. (See section 34 for instructions on how to change tracks.) Track 2 should 
also be used for cases created for SIG. 

6.3.1. 1.2.1. Track 1 vs. Track 2 Clarification (G-639 dated 3/31/2015) 

We occasionally have confusion on whether a case should be placed in the Track 1 or 
Track 2 queue. Most of the confusion centers on how we apply Part 3 to our decision- 
making process. 
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In the latest version of the Form G-639, there is no “Subject of Record Consent to 
Release Information.” You only have Part 3, Description of Record(s) Requested to 
decide what to release to the requestor. 

Part 3: Description of Record(s) Requested: 

Part 3 is where the requestor decides whether he or she wants their complete A-file or a 
portion of his or her records. 

Consider the example below. The requestor writes in “I would like to have a copy of my 
1-130. 


This request will amount to just a few pages. This is a Track 1 case. 
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In this next Part 3 example, the requestor wants all of his or her records. 
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Is it a Track 2 case? It depends. Section 6.3.3. 1 tells us that if you find nothing other than 
screen prints (RAF ACS staffings) or a receipt file, you need to make this a Track 1 case. 

However, if the person asks for all records and you find the A-file or more than three 
documents (Section 6.3. 3.2), you are going to make this a Track 2 case. 


6.3.1. 1.2.1 Track 1 vs. Track 2 Clarification 

We occasionally have confusion on whether a case should be placed in the Track 1 or 
Track 2 queue. Most of the confusion centers on how we apply Blocks 2 and 3 to our 
decision-making process. 

Block 2: Description of Record(s) Requested: 

Block 2 is where the Requestor decides whether he or she wants their complete A-file or 
a portion of his or her records. 

Consider the example below. The Requestor selects “Other” and specifies “Records of 
departures and arrivals into the U. S. between 2010-2013.” 

This request will amount to just a few pages. This is a Track 1 case. 
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In this next Block 2 example, “Complete Alien File” is checked. 

Is it a Track 2 case? It depends. Section 6.3.3. 1 tells us that if you find nothing other than 
screen prints (RAF ACS staffings) or a receipt file, you need to make this a Track 1 case. 

But if “Complete Alien File” is checked and you find the A-file or more than three 
documents (Section 6.3. 3.2), check the Track 2 block, no matter what is written in the 
“Purpose” section. 
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In Block 3, we see what the Requestor gives consent to release. 

Block 3: Subject of Record Consent to Release Information 

You’ve already selected the track of the case in Block 2. In Block 3, you decide if you 
have consent. Additionally, you need to consider the following: 

1 . If your case is a Track 1 (decided in Block 2), the subject of record confirms what 
information they want released to the Requestor. 

2. If your case is a Track 2 (decided in Block 2), Block 3 is only used for certification of 
agreement if you’re releasing to a third-party. . .nothing else. 

For continuity, we’ll repeat our first Block 2 example: 
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Now in Block 3, the Subject of Record tells us specifically (gives consent) how much of 
what was requested in Block 2 gets released to the Requestor. 
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In Block 3, the Subject of Record checked “A portion of my records,” and specified that 
he only wants “Arrivals and Departures in 2010 and 2011” released. 

When the records are processed, we will release “Arrivals and Departures in 2010 and 
2011” only. 

6.3.1.3 Track 3 - Requests for records of individuals scheduled in the future to appear 
before an immigration judge. Requestors must provide one of the following documents to 
receive Track 3 processing: 

• Form 1-862, Notice to Appear, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-122, Order to Show Cause, documenting a future scheduled date of the 
subject’s hearing before the immigration judge. 

• Form 1-863, Notice of Referral to Immigration Judge 

■ Written notice of the continuation of a future scheduled hearing before an 
Immigration Judge. 

6.3.1.3.1 A supervisor will normally review all incoming FOIA requests and identify 
Track 3 requests. The supervisor will verify that necessary documentation is present 
with the request. There should be an attached cover sheet indicating to the case 
creator whether the request for Track 3 is approved or denied. 

6.3.1.3.2 If there is no cover sheet, please evaluate the request and make a 
determination to approve or deny Track 3. If you are unsure, consult your supervisor. 

6.3.1.3.3 Already Approved Requests for Track 3 Processing with Pending 
Cases 

Before you create the case, look at the documentation and/or check for a duplicate. 
Sometimes you will find a current, open pending case which is already approved for 
Track 3 . If you find another case and it is not a DP case, simply click “Send to 
Research” and you are finished with the case. Add a Discussion to the original case, 
“Research, original case already approved for Track 3 processing please attach as 
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CSD” If it is an exact duplicate request to the existing pending case and already 
approved for Track 3 processing, you will close this case as final action DP: 

Duplicate. Add a Discussion to the original case, “Research DP Case closed as DP 
and provide the NRC control number.” (See section 6.4 for information on Searching 
for Duplicates.) 

Track 3 Approval on Pending Cases If you find an existing duplicate pending case 
that was denied Track 3, and has now been approved for Track 3 processing, do not 
create the case. You should send the case to Research, where they will attach the new 
request to the existing case as a CSD, change the case to track 3 and send approval 
notification. Add a Discussion note to original case, “Research, Track 3 upgrade 
needed”. (See sections 34 & 35 for instructions on how to change tracks.) 

6.3.1.3.4 Requestors will sometimes request both Track 3 processing and expedited 
processing. Do not select both. Neither has to do with the other. A Requestor could 
be granted either Track 3 processing or expedited processing, but never both on the 
same case. For expedited processing guidelines, please refer to “Expedited 
Treatment” in this guide, section 6.3.6 

6.3.1.3.5 Track 3 processing is not “expedited” processing as that term is used and 
understood in law. It is not appropriate to use the word “expedited” when discussing 
Track 3 processing of a FOIA request (“priority” or “accelerated” processing are 
more appropriate terms for Track 3). Don’t confuse the two in correspondence with 
Requestors. Attorneys may refer to Track 3 as “the removal track” or “the 
immigration hearing track.” The key is any reference to deportation or removal. Some 
attorneys do not know the difference between “Track 3” and “Expedited Treatment,” 
and we should not punish them for that. If an attorney requests expedited processing 
because his or her client has a removal hearing, we should treat that as a request for 
Track 3 processing and evaluate accordingly. 

• Example 1 : if the attorney requested expedited processing because his or her 
client has a removal hearing and the attorney also provided a Notice to Appear 
with a future scheduled date, then you will create the case as a Track 3 and 
our acknowledgment will say that the case will be processed in the accelerated 
track (Track 3). Of course, if you are not sure, you should contact a 
supervisor. 

• Example 2: if the attorney requested expedited processing because his or her 
client has a removal hearing but the attorney did not also provide supporting 
documentation, then you will create the case in the regular track and include 
the Track 3 denial paragraph in your acknowledgment letter. The attorney 
then has the opportunity to provide supporting documentation to move the 
case to Track 3. 

• Example 3: if the attorney requested expedited processing and cites a threat to 
health or physical safety, or if the attorney cites no reason at all, then we 
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should treat it as a request for expedited processing. When we deny expedited 
processing, we have to send a separate letter informing the Requestor of our 
decision. The Requestor has the right to appeal our decision to deny expedited 
processing. 

6.3. 1.3.6 Refer to the cover sheet the supervisor attached to the request. There 
should be either an Expedited coversheet or a Track 3 coversheet, but not both. 

Follow the instructions on the cover sheet attached to the request. If there is no 
Expedited cover sheet, do not mark either box. Add a Discussion and send the case to 
Unit Chief. A supervisor will approve or deny expedited requests. 

6.3.1.3.7 New FOIA Requests for Track 3 Processing If the Requestor specified 
Track 3 processing on a new FOIA request but the request does not have a cover 
sheet, please create the case, evaluate the request and make a determination to 
approve or deny Track 3. If you are unsure, consult your supervisor. 

6.3.1.3.8 If the Requestor did not provide any documentation or if the documentation 
says “a date and time to be determined” prepare an acknowledgment letter and click 
“Add Track 3 Denial Paragraph.” Proceed with creating the case. 

6.3.1.3.9 If you are not sure whether to approve or deny Track 3, please consult your 
supervisor. 

6.3.1.3.10 If you assign the case to Track 3, ensure you put the words “TRACK 3” 
near the center of the page on the FIPS staffing sheet, or if it is a letter format, on the 
first page, just under the address. Entering this information near the center of the 
page will stop the text box from interfering with the barcode. Check the barcode at 
the bottom of the staffing sheet anytime you add or modify a staffing sheet. You may 
have to move the text box up if it interferes with the barcode. 


6.3.2 


Type 

Type 


• ii i 

Privacy Act Request 
Referral FOIA Request 
Referral Privacy Act 
Privacy Act Amend ment 
Referral PA Amendment 


Always select FOIA Request. It will be incumbent upon the processor to verify the 
status of the alien, and to change the case type if necessary. 
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Privacy Act Amendments are requests to correct or amend something on the specific 
document or file. This type of request is not for a copy of records or the file. If a request 
is for a ‘Privacy Act Amendment’ please refer to Section 6. 3. 4. 4. 


6.3.3 


Source 


Source * 




Attorney 

Commercial 

Ed u cat i o iv Scientific 

Foreign- Government 

Hews Media 

Others 

Regr^entative 



\ White H os 

jse/Cong ressi o nz 

pfi 


The source of the request is, quite simply, who is making the request. Is the Requestor 
the individual or an attorney or representative speaking on the alien’s behalf? Is it a 
request from the media or a true third party Requestor? Below is a list of possibilities for 
Requestors: 


• Attorney - The Requestor is an attorney representing the alien. The 
attorney will have checked the box on the G-28 marked “Attorney,” or 
will have sent us a letter on the law firm’s letterhead. 

• Commercial 

• Education/Scientific 

• Foreign Government 

• News Media 

• Others - The Requestor of the file is someone other than the alien, an 
attorney or an accredited representative. They might possibly include a G- 
28 with something other than “Attorney” or “Accredited Representative” 
checked. 

• Representative - The Requestor is an accredited representative under the 
provisions of 8 CFR 103.2(a)(3) and 292.1(a)(1) or 292.1(a)(4). On a G- 
28, the Requestor will have marked the box “Accredited Representative.” 

• Self - This is a request from the alien himself or herself. The request may 
have the name of an individual followed by “care of’ a certain law firm. 
This is still a self-request. 

• White House/Congressional 

If you feel that you have a case of a different source of request, please contact a 
supervisor for further guidance. 
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6.3.4 Category 

c.Atsyyiy ; Afeo File 

: AliSn Fils 
appeals 
I Asylum 
I Child Support 
i Citizenship National R&vtet 
| Consultation 
I Contract 
iDubts OriOd 

[Dual Citizenship 
i Family History 
I Hastlan Refugee immigratio 
I Handbooks, Manuals 
| Inheritance 
Tutoinus .Audit 
\ investigations 
ilegai Immigration &. Family 
; LegalizafenMpmio Appeal 
i Medical His tory 
: HOK Addresses 
[Nicaraguan & Central Arnes 
iNon- A'File Material 
[OTHER 
IRessidns 
fPorsonnal 

[Proof of Naturalization 
: Referral 

jsFR cases at nrc 
I Special Interest Croup 

l waste. Fraud;. Abuse 

There are 35 different categories of requests. However, the most commonly used ones 
are: 

6.3.4. 1 Alien File - The Requestor is asking for an entire copy of an alien file. 
This category includes the following: 

a. Files of living subjects 

b. Naturalization records on or after April 1, 1956 

c. Visa records on or after May 1, 1951 in A-files 

d. A-Files above 8 million (A8000000), and documents therein 
dated on or after May 1, 1951 

e. Registry records on or after May 1, 1951 in A-Files 

f. Alien Registration Forms on or after May 1, 1951 in A-Files 

g. Requests for copies of Refugee files/ Asylum files 
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6.3.4.2 Specific Documents - The Requestor is asking for specific documents, 
such as a copy of a receipt file, an application or a copy of his or her 
naturalization certificate. A Specific Document case is a Track 1 case. As a rule, 
you should create a case as Specific Documents if the Requestor is asking for up 
to three documents. If a Requestor is asking for an asylum application and 
supporting documents, or refugee documents you should create it as Asylum, 
Track 2, or a refugee request as Alien file, Track 2. 

You must update the language in any Specific Document request to specify what 
documents have been requested. See section 9 for CBP and ICE referrals. 

6.3.4.3 Deferred Action for Childhood Arrival 



Please select Category: Deferred Action for Childhood Arrival in any of the 
following circumstances: 

• If the subject of record mentions DACA or Deferred Action for Childhood 
Arrival 

• If the subject mentions being a child on arrival in the United States 

• If the subject mentions the "DREAM Act" and you can tell he or she is 
referring to DACA 

• If you see evidence that the person filed Form I-821D in CLAIMS or PCQS. 

Exception: If the FCO is SFR, please select SFR as the category. SFR has priority. 

6.3.4.4 Significant Interest Group (SIG) Requests - Generally speaking, SIG 
processes non-A-File FOIA requests with a few exceptions. Please send requests 
involving A-files belonging to high-profile individuals, along with all A-file 
requests submitted by the media, to SIG for handling. 


6.3.4.4.1 Direct the following requests to SIG for handling if: 

a. The FOIA request is for congressional correspondence; 

b. The FOIA request is from a member of the media; 

c. The FOIA request is from a member of an activist group, watchdog 
organization, special interest group, etc.; Such organizations include: 
AIL A, ACLU, CAIR, CREW, EFF 

d. The FOIA request is for a vacancy announcement 

e. The FOIA request is for personnel records 

f. The FOIA request is for records related to an investigation. It may 
mention: 

a. Report of Investigation 

b. OSI Investigation 
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c. Background Investigation (These are not USCIS requests - 
they are redirected to OPM, however, SIG will handle the 
redirect). 

g. The FOIA request relates to a USCIS contract 

h. The FOIA request relates to a USCIS grant program 

i. The FOIA request mentions “EB-5” or “Regional Center” records 

j . The FOIA request is for data/stati sties 

k. The FOIA request is a PA Amendment 

a. The Requestor wants to correct information in their records 

b. The Requestor mentions “SAVE” 

l. The FOIA request is a hybrid, the Requestor is seeking both A-File 
material AND non-A-File material (for example: “My child’s A-fde 
and all USCIS adjudication policies for Vietnam adoptions”) 

m. The FOIA request is for emails. 

Items listed above are suggestive and not exclusive. 

6.3.4.4.2 If you believe a request qualifies as a SIG request, create the case in 
the NRC queue, but do not staff or create an acknowledgment letter. Create 
the case as follows: Track 2; Type: FOIA Request; Source: Others; Category: 
Others. Do not enter subject’s name or A-Number. You must enter a short 
description into the Topic block. Send an e-mail to NRC. FOIASIG and enter 
a discussion note into FIPS explaining the situation. Send the case to Unit 
Chief. 

When the FOIA request is for both an immigration file and e-mail, please staff 
for the file. Next, create a RAF ACS staffing slot for the e-mail. Send an e- 
mail to NRC, FOIASIG , explain the situation in a discussion and send the 
case to Unit Chief. 

A SIG processor will review the case and move it to their queue if it is truly a 
SIG case. A SIG processor will then finish the creation, create the staffing 
and acknowledgment letter. If you have questions or need to send information 
regarding a possible SIG case send it to their e-mail address: NRC, FOIASIG . 

6.3.4.5 SFR cases at NRC - NRC uses this category to track all workload staffed 
to SFR. This includes cases retired by or lost by SFR, but does not include ZSF. 
This category is very important. SFR cases at NRC can apply to cases in any 
processing Track. It does not matter what Track the case is in - if the FCO is 
SFR, you must make the Category “SFR cases at NRC.” 
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6.3.4.6 Genealogy: Genealogy cases are requests for searches and/or copies of 
historical records relating to a deceased person. The lists below represent the 
records that the public would be able to request from the Genealogy Program: 

A - Naturalization Certificate Files (C-files) from September 27, 1906 to April 1, 
1956 

B. Alien Registration Forms from August 1, 1940 to March 31, 1944 

C. Visa files from July 1, 1924 to March 31, 1944 

D. Registry Files from March 2, 1929 to March 31, 1944 

E. Alien Files (A-files) numbered below 8 million (A8000000) and documents 
therein dated prior to May 1, 1951 


The case is not Genealogy unless it meets one of the above criteria. If there is a 
cover sheet with instructions, such as a Hybrid Genealogy cover sheet, please 
follow the instructions on the cover sheet, rather than the instructions in this 
paragraph. If the case you are creating does meet the criteria for Genealogy, 
select Category OTHER, then do the following: 

a. Create the case. 

b. Do not staff for the file or create an acknowledgement 
letter. 

c. Select Final Action Letter and redirect (RD) the case to 
“USCIS Genealogy Program.” Use the “RD -Genealogy” 
letter unless you have a request for dual Italian 
Citizenship. If you have a request for dual Italian 
Citizenship use the “Genealogy form -ItalianCif ’ 

letter. Both letters are located on the 0 drive 
(O:\Foia\FOIA LIBRARY). Copy and paste the 
appropriate letter over the default letter. 

d. After the case is created and the letter has been generated, 
prepare a discussion and send the case to Unit Chief. 

e. Send an email to NRC, GEN (nrc.gen@uscis.dhs.gov) and 
copy your supervisor with the control number for review. 
Please case note accordingly. 


If it does not meet the criteria for genealogy it will be returned to you in the Case 
Create queue to send an acknowledgment letter and staff for records. 

If it does meet the criteria, Unit Chief will return the case to you to close. 
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6.3.4.7 Border Crossing Card: Sometimes a person has no other record than a 
Border Crossing Card, and you will know this because the only record you can 
find for that person is an alien number between 80,000,000 and 86,999,999. If 
that is the only record you are able to find, select Category OTHER, and then 
refer to Section 12.13 of this guide. 


6.3.5 Bureau 


Bureau:! CIS ..*;! 

!cbp 

lllMill 

ICE % 

The Bureau selections are used to track cases and apply equally to all processing 
Tracks. Bureau should be determined by the location of the file at the time the 
case is created. The three possible selections for Bureau are: 

ICE - Select this when the Requestor is seeking information in connection with 
deportation hearings and other immigration related litigation (OPLA/DRO/SAC), 
based on the NFTS ICE staffing locations. Please set the bureau to ICE if either 
an A-file or T-file is at an ICE staffing location, regardless of where other files 
may be. 

CIS - This is the default in FIPS. Leave it selected unless it falls under ICE or 
CBP. 

CBP - Used for requests pertaining to documents relating to the Border Patrol, 
incident reports relating to apprehension, entry without inspection (EWI), 
smuggled humans, mobile patrol group, voluntary return, repatriation, 
checkpoints, entry/exit information, inspection, Port of Entry (POE), legacy 
customs or legacy inspections. Key words that you could see on a request relating 
to CBP are inspection, Port of Entry, Bridge of the Americas, Friendship Bridge, 
and smuggled goods. Note: If request is for entry/exit information and the 
Requestor/subiect provided an alien number, request the file. 

6.3.6 Is there a request for expedited treatment? 


Exp edited I Not Requested 1 1 j 

SBI 

\ Requested 
\ Granted 

[Denied j 
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A Requestor may ask for his or her request to be expedited and processed outside the 
order of receipt. By law, we must respond to a request for expedited treatment within 10 
business days. 

USCIS will grant expedited processing if the Requestor establishes either: 

(1) circumstances in which the lack of expedited treatment could reasonably be 
expected to pose an imminent threat to the life or physical safety of an individual; 

or 

(2) an urgency to inform the public about an actual or alleged federal government 
activity, if the Requestor is a person primarily engaged in disseminating 
information. 

A Requestor who seeks expedited processing must explain in detail the basis of the need 
and submit a separate statement that the facts are certified to be true and correct to the 
best of his or her knowledge and belief. The Requestor must establish that one of the 
following situations exists in order to receive expedited treatment of his or her FOIA/PA 
request. If a Requestor asks for expedited processing and fails to meet the criteria, we 
process the request in the appropriate track, using the “first in/first out” rule [See 6 C.F.R. 
§ 5.5(a)], 

6.3.6.1 Reviewing Expedited Treatment Requests 

The OA personnel normally separate mail and faxes pertaining to expedited treatment 
prior to scanning. A supervisor then reviews and makes a determination regarding the 
expedited treatment. The supervisor will attach a cover sheet to the front of the request 
detailing the determination. Please create the case in accordance with the instructions on 
the cover sheet. With or without a coversheet attached to the request, you will still need 
to review the request. Helpful review information: 

A. If you search for duplicates and find the case recently closed as FC or 
NR, refer to the guidelines in 6.3.6 4 or 6. 3. 6. 5, depending on whether 
expedited processing was granted or denied. In any case, you must 
read the entire request carefully to ensure it is or isn’t a new FOIA 
request. Sometimes the request will be similar to the closed case but 
now the Requestor is seeking additional documents or is responding to 
the closed case. 

B. If you find an open pending FOIA request or a case closed as PD or 
G1 within 6 months, we consider it a duplicate request with a request 
for expedited treatment. Refer to section 6.4. 
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C. If you find a recently closed case with the final action codes of RD, RF, 
or DP, it may also be a duplicate request with a request for expedited 
treatment. Refer to section 6.4 if you determine it is, but otherwise 
refer to section 6. 3. 6.2. 3. 

6.3.6.2 Resubmitted for expedited processing: If the requested file has already been 
scanned because of a currently open FOIA request that has now been resubmitted for 
expedited processing, do not create a new case. You should send the request to Research 
where they will attach the new request to the existing case as a CSD. Helpful steps to 
reviewing duplicate or currently open expedited treatment requests are: 

A. Search and review any existing duplicate cases. 

B. Review the new request documents to ensure it is a duplicate case 
with Expedited Treatment Requested. 

C. Attach the new request as a duplicate (DP) to the current open 
pending FOIA request case. 

D. Enter a Discussion on the original FOIA request case, “To 
Research, Expedited Treatment Requested, and briefly describe 
your findings. 

E. Send the new request to the Research queue. The Research point of 
contact (POC) will attach the new request to the existing/pending 
case as a CSD and complete the expedited approval or denial 
actions, if needed. 

6.3.6.2.1 If expedited processing has been granted based on new information and 
a duplicate (DP) case exists, follow the guidance listed above in sections 6. 3. 6.2, 
(A-E). 


6.3.6.2.2 If expedited treatment was already denied or approved in the currently 
open prior case, and the supervisor’s decision is the same , if you have not already 
created the case, you may send to Research, where they will attach your request to 
the original case as a CSD. Follow the guidance listed above in section 6.3. 6.2, 
(A-E), or if the case is a duplicate case (all new expedited request documents that 
are the exact same FOIA request documents previously submitted at the same 
time, in a currently open or prior case), follow the guidance in section 6.4, 
Searching for Duplicate Cases. 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been 
closed , either close it as DP and send a duplicate letter or create it as a new case. 

If in doubt, consult your supervisor. Please refer to the section 6.4 on DP 
(duplicate) Cases, and the previous guidance listed above on reviewing expedited 
treatment requests. Create a Discussion with your findings on the original FOIA 
case prior to sending to Research or closing as a DP case. 
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6.3.6.3 Sometimes the OA room will miss an expedited request or there is no coversheet 
attached. As you are reading the request, you will notice the Requestor has asked for 
expedited treatment within the body of their letter, and it would not have been obvious to 
anybody who had not thoroughly read the letter. If this happens, do not select anything 
(requested, approved or denied) in the drop-down box at this time and do not create the 
Expedited Denial Letter, the Acknowledgement letter or the Staffing letter. 

A supervisor must review newly created FOIA Request cases with Expedited Treatment 
requests in the Unit Chief (UC) Queue , before selecting expedited processing or 
addressing the decisions. If the review process was missed and/or the coversheet is 
missing you must then do the following: 

A. Create the case 

B. Enter a Discussion prior to sending to the UC (Unit Chief Queue) 

“Expedited Treatment Requested per page(s) , denied/approved” 

C. Send the request to UC (Unit Chief Queue) 

D. E-mail your supervisor with NRC FOIA Request number and the 
details. 

E. Send the request to UC (Unit Chief Queue). 

When the case is returned to you from the Unit Chief in the Case Create queue, review 
the decision, refer to 6. 3. 6.4 or 6.3. 6.5 whichever applies. 

6.3.6.4 If the supervisor granted expedited processing, you will not create an Expedited 
Denial Letter, of course. You must select “ Granted ” in the Expedited drop-down box. 
When you create the acknowledgement letter, it will not address the fact that Expedited 
Treatment is granted. 

A. Select “Granted” in the Expedited drop-down box. 

B. When you create the acknowledgement letter, it will not address the fact 
that Expedited Treatment is granted. After completing the 
acknowledgement letter you will then need to create a “Blank Letter” and 
add the following: “This letter serves to notify you that your case has 
been approved for expedited processing.” Make sure you review both 
letters for accuracy and complete the selected processes by saving each 
letter and by checking the letters in. 

C. Create a Discussion “Expedited Approved by supervisor.” 

D. Complete any remaining actions as needed. You have now completed the 
Expedited Treatment Request as approved per the Unit Chief/Supervisor’s 
guidance. 
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USCIS denies most requests for expedited treatment because the Requestor fails to 
establish either of the necessary criteria. 

6.3.6.5 If the supervisor denied expedited processing, you must select “ Denied ” in the 
Expedited drop-box. After this, you should create the Expedited Denial Letter. If the 
supervisor denied expedited processing, we must advise the Requestor of the criteria for 
expediting a request and offer an opportunity to resubmit additional justification. The 
Requestor also has the right to appeal the decision to the USCIS FOIA Appeals Office. 


A. Select expedited denied by clicking on the Expedited drop down box. 

B. Advise the Requestor in this denial letter of the criteria for expediting 
a request and offer an opportunity to resubmit additional justification. 
The Requestor also has the right to appeal the decision to the USCIS 
FOIA Appeals Office. Select the Expedited Denial Letter. A Word 
document explaining the denial and appeal rights will pop up. After 
you have done any editing necessary, save the document and check it 
back in. 

C. Enter a final Discussion note “Expedited Denied by supervisor.” 

D. Complete any remaining actions as needed. You have now completed 
the Expedited Treatment Request, denied per the Unit 
Chief/Supervisor’s guidance. 
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6.3.6.6 Do not mark both “Expedited Treatment Requested” and “Track 3.” A request 
can be either expedited or Track 3, but not both. If the Requestor has asked for 
Expedited Treatment and Track 3, treat it as if it is a Track 3 request and follow the 
instructions in section 6. 3. 1.3. 
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Ii. Processing 

Successfully generated letter Expedited: Treatment FOIA Denial 
Click on OK to continue. 


A dialog box will pop up. Select “Save”: 
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File name: 

S ave as type: 


:• All files 


I f.Tj U 


Cancel 


A word document explaining the denial and appeal rights will pop up. After you have 
done any editing necessary, save the document and check it in. 


If you have made expedited granted selection, your acknowledgement letter will not 
address expedited treatment granted. Refer to section 6.3. 6.4, for granted letter guidance. 


6.3.6.7 If there is an Expedited Treatment Requested cover sheet, and if you determine 
during case create that you must create additional cases, you must check the Expedited 
Treatment Requested box (and create the appropriate response letters) for each child case. 
On the other hand, it might be that we will treat only the parent case as an expedited 
treatment request. The Supervisor will make the determination or the supervisor will 
make a statement to that effect on the cover sheet, and of course, in such a situation, you 
would not mark the child cases as expedited treatment requests. Send the case to the Unit 
Chief Queue (UC) if an approval or denial is needed. Refer to section 6.6 of this guide 
when creating additional cases. 


81 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3594 



6.3.6.8 If there is an Expedited Treatment Requested cover sheet, but for any reason, the 
disposition of the case is to Up-front Approver, then please change the Expedited drop- 
down box to “Not Requested” before you send the case to Up-front Approver. Because 
we are not generating a letter regarding expedited treatment denial or grant, and because 
it would cause erroneous reporting of Expedited Treatment Requests, you must change it 
to “Not Requested.” 

6.3.7 Is there a request for fee waiver? 


Fee Waiver ! Reqyested v 

| Requested 
| Granted 
I Den ied 


The Requestor may ask for a waiver of fees in his or her request or in accompanying 
documentation submitted with his or her request. USCIS considers all requests for fee 
waivers on a case-by-case basis. 

A Requestor must meet two requirements in order for USCIS to grant a fee waiver: 

1 . The disclosure of the requested information must be in the public interest, 

2. AND the disclosure of the information is not primarily in the commercial 
interest of the Requestor. For a detailed explanation, please refer to the 
U.S. Department of Justice Guide to the Freedom of Information Act, 
“ Fees and Fee Waivers . ” 

If there is no coversheet, how will you recognize a fee waiver request? Please follow 
these guidelines: 

1 . If the Requestor mentions fee waiver at all, treat it as a request for fee waiver. 

2. If the Requestor says anything about not being required to pay, treat it as a 
request for fee waiver. 

3. If the form is titled "Fee Waiver Request," treat it as a request for fee waiver. 

4. You may call the Requestor to verify that it is a fee waiver request. If you call, 
please insert a Discussion. If you tried to call but were not able to speak with the 
Requestor, please insert a Discussion saying so. 

5. If the Requestor provides some statement of financial insolvency but makes no 
mention of fee waiver request or does not mention inability to pay, then it does 
not constitute a fee waiver request, and we ignore it. 

6. Contact a supervisor if you are unsure. If you have specific guidance from a 
supervisor, please insert a Discussion saying so. 
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6.3.7. 1 When a Requestor has asked for a fee waiver, there should be a cover sheet 
advising you of approval or denial. The supervisor may determine to deny based upon 
the two criteria listed above. If the supervisor marked denied, you must select “Denied” 
in the Fee Waiver drop-down box on the FIPS worksheet. Regardless of the decision on 
the fee waiver, you must insert a Discussion in FIPS indicating that you addressed the fee 
waiver request. 

Fee Waiver Denied with Coversheet 

A. Select “Denied” in the Fee Waiver drop-down box. 

B. Create a Specialty Letter and select Fee Waiver Denied. 


6.3.7.2 When you are finished creating a case with a fee waiver denial, create a Specialty 
Letter and select Fee Waiver Denied, edit the document if necessary and then create the 
case as normal. If you are not sure, please consult your supervisor. 

6.3.7.3 If you believe the Requestor meets the requirements for fee waiver (and there 
was no cover sheet) then select “Requested” and send the request to Unit Chief. E-mail 
your supervisor with the details. A supervisor will make the decision to approve or deny 
the fee waiver and send the case back to you in the case create role. At that point, you 
will select either “Granted” or “Denied.” 

Fee Waiver Request Without Coversheet 

A. Do not select anything in the Fee Waiver Request drop down box 

B. Create the case, but do not staff or create acknowledgement letter 

C. Add a Discussion note and send to Unit Chief 

D. Send an e-mail to your supervisor 

E. After a decision is made, the case will be returned to your Case Create 
queue 

F. Then use 6. 3. 7.4 for denied or 6.3. 7.5 for granted, whichever applies. 

6.3.7.4 Fee Waiver Denied 

A. Select “Denied” in the Fee Waiver drop-down box. 

B. Create a Specialty Letter and select Fee Waiver Denied. 

6.3.7.5 Fee Waiver Granted 

A. Select “Granted” in the Fee Waiver drop-down box. After the case has 
been created as normal, 
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B. Create a Blank Letter with the following sentence included, “This is to 
inform you that your request for a fee waiver has been granted.” 

6.3.1. 6 If there is a Fee Waiver Request cover sheet, and if you determine during case 
create that we need to close the case RD, RF, DP or ER, then change the Fee Waiver 
drop-down box to “Not Requested” and click Save before you send the case to Up-front 
Approver . Because we are not generating a letter regarding Fee Waiver denial or grant, 
and because it would cause erroneous reporting of Fee Waiver Requests, you must 
change it to “Not Requested.” If you are closing the case Up-front, do not generate a 
letter regarding whether the Fee Waiver was denied or granted. If you are not sure, 
please consult your supervisor. 

6.3.8 Print to CD 

1] Print To CD 
LJ PA Cited 
Lj In Litigation: 

El In Circular Search 
U Delinquent 

In an effort to save time, money and resources, the FOIA unit sends out final action 
responses on CD to all Requestors (with two exceptions). When we send out the 
acknowledgement letter to the Requestor, it advises them that unless they write in and 
specifically ask for their documents on paper, they will be receiving them in a CD format. 

RULES FOR UNCHECKING “PRINT TO CD” 

6.3.8.1 Unchecking the Print to CD Box 

Uncheck the “Print to CD box” on any case where the mailing address of Requestor is 
to a correctional facility or unless the Requestor specified paper in the initial request 
letter. 

6.3.8.2 If the mailing address is foreign, it does not matter if they ask for paper. We 
are sending it on CD. If you are unsure, please consult your supervisor. 

6.3.8.3 All responsive records mailed to a correctional facility must be on paper. In 
such an instance, you must modify the acknowledgement letter so that we do not tell 
the Requestor we are printing the responsive records to CD. Modify the 
acknowledgement letter by deleting the sentence that begins with “This office will be 
providing your records on a Compact Disc (CD)” and replacing it with a paragraph 
that reads “This office will be providing your records on paper.” 

6.3.8.4 If the Requestor is in prison but we are sending the responsive records to an 
attorney’s office, we will print to CD. 
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6.3.8.5 If a Requestor in the United States specifically asks for his or her records on 
paper, uncheck “Print to CD” box create a Discussion note citing the reason. In such 
an instance, you must modify the acknowledgment letter so that we do not tell the 
Requestor we are printing the responsive records to CD. Modify the 
acknowledgement letter by removing the paragraph that begins with “This office will 
be providing your records on a Compact Disc (CD)” and replace it with a paragraph 
that reads “This office will be providing your records on paper.” 

6.3.9 Is this a delinquent Requestor? 

□ print To CD 

□ PA Cited 

U In Litigation 

PI In Circular S earch 
I Delinquent] 


The Delinquent Requestor search helps FIPS users identify Requestors who have unpaid 
bills in the system. Requestors are delinquent when case fees remain unpaid for more 
than 45 days. 

After you enter the last name of the Requestor, FIPS will automatically conduct a search 
for delinquent fees owed by that Requestor, using the last name of the Requestor. If the 
Requestor is delinquent on any case in any office nationwide, a box will pop up on the 
screen (see below). 




Sage Morgan VBJ. 

123 Drive 

Lees Summit MO 64086 




(81.6} 555-5555 

ssge@vahoo.com SlJ ^ sci 


To view other cases for the same Requestor, click the Query icon next to the 
delinquent notice. 
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The query results appear in a separate window. 
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Query Results 


I lf; http://10.63. 16.238:7001/sonora/Query?op=m8marre=sQry_getDelinquentCasesForCase&.CASEID=8704 

Control Number Closed Fee Charged Fee Collected 

[DLS2010000044 4/21/2010 1,500 

I Total itam(s) found (1) 


If a Requestor/subject previously submitted a request and owed a fee on a case and he or 
she did not pay the fee within 30 days, the case closed as FP (failure to pay). If the 
subject/Requestor submits a new FOIA request, the Delinquent Requestor notification is 
going to pop up. Your Requestor may possibly not be on the pop-up list. FIPS conducts 
a search by the last name(s) of delinquent Requestors. 

DELINQUENT REQUESTOR RULES: 

6 . 3 . 9. 1 Do not treat the case as delinquent if the case was processed on or before January 
1, 2004. Send an e-mail to NRC, F IP S PROBLE M (clicking on the link will automatically 
include a copy to NRC, FOIAPROGRAM). In the body of the e-mail, include the name 
of the delinquent Requestor and the delinquent case number(s). 

6 . 3 . 9.2 If you encounter a delinquent Requestor from a FIPS Lite office, do not treat 
them as delinquent. You will know the request was processed in FIPS Lite when you 
open the case because you will see a “FIPS Lite placeholder.” 

6 . 3 . 9.3 Make sure the Requestor of the case you are creating is the same Requestor that 
FIPS is showing as delinquent. You must view the delinquent request(s) to make this 
determination. To view a case, highlight the line and click “view.” If the delinquent 
Requestor matches your Requestor, treat the new request as delinquent. To get the 
delinquent case information (case number, dollar amount) in your acknowledgement 
letter and in the new case, highlight the name in the box that matches your Requestor and 
click ok. 


Next, to create the case, go to the Tasks tab and click: 

Contents iliillllfex Discussions Case Actions $$ 

Task Status 

iCreate f Cas^ Not Started: 

SeardiQr Duplicate Cases Not Started 
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When you complete the case create process and the new case has a control number, FIPS 
will notate the delinquency on the worksheet. 

6.3.9.4 If the Requestor is delinquent, do not request responsive records until we receive 
payment. 

NOTE: If you are creating additional cases, you should do so before you prepare the 
Acknowledgment Letter and File Request(s) for the original case. For instructions, 
please refer to section 6.6 of this guide. 


NOTE: A FOIA/PA Assistant or Government Information Specialist working in Records 
Locator queue may need to cancel pending Requestor documentation for cases pending 
payment of fees due to a prior delinquent status that has been removed, because the 
system does not. 

If the FOIA/PA Assistant or Government Information Specialist working in Records 
Locator queue does cancel pending Requestor documentation, he or she should generate a 
new acknowledgement letter and staff the case as usual. 


If the Requestor has more than one delinquent case, you will have to add up the total and 
modify the delinquent Requestor letter providing the case number for each delinquent 
case, the dollar amount owed for each, the total dollar amount owed, and instructions to 
prepare a check for the total amount made out to “U.S. Treasury.” 

When you click “ACK Letter” the following screen pops up. Click OK to generate the 
letter, save the letter and check it in 


We will take no further action until the delinquency is resolved. Please pend. 


: Records Ceeafer : : j: Gass- Processor Cass Approver ;i Unit Chief; || Up-front Approver -(Pend.;! Reassign Office [[ Send to Research I- : Delete Opeb : be:C't : 


Before you move to another part of the case create process, click: 



6.4 SEARCH FOR DUPLICATE CASES 

Before you begin filling in the worksheet, you should look for duplicates. Duplicate cases are 
cases in which the request was submitted multiple times to the Service, or was inadvertently 
scanned into FIPS multiple times, or are cases that we previously processed. To be considered a 

87 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3600 



duplicate, a request must be from the same Requestor, include the same request documents dated 
on or about the same date and is seeking the same information about the same subject. If there is 
a request with an ICE or CBP referral letter, the letter should have been attached to the open 
pending original case as a CSD. Please do not close this case ER. Send the case to research. 

Sometimes a Requestor will take a “shotgun” approach. He or she will submit the same FOIA 
request multiple times to ICE, CBP and CIS, hoping to get an answer more quickly. The 
receiving offices will then in turn, send these requests to NRC. These are true duplicate cases 
when an office has already processed this request with a final action code of either PI) or Gl. If 
the original case is ready to be processed, send to research to attach as a CSD. If we closed a 
previous case FC and the Requestor is now providing additional information, it is not a duplicate. 

This does not include instances in which the Requestor has faxed the request and then mailed it. 
If you open a case and find that the exact same request has very recently been created, chances 
are that you have opened the mailed copy which followed a few days after the fax. Set this case 
as a DP (duplicate) case to the open pending original case and modify (insert the “Upon review” 
statement. . . ) your Final Action Letter. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar case, 
your search will be complete. If the Requestor did not provide an alien number, you may search 
by the subject’s last name and first name, or even by the Requestor’s last name and first name. 
You may use a percent sign (%) as a wild-card for these searches. For example, if the 
Requestor’s name is Jaime Vazquez, but you see he also has spelled his name Vasquez - you can 
search by Subject Last Name “Va%quez” and Subject First Name “Jaime.” We may have 
created a case for him before using either the name Vasquez or Vazquez, and we may have 
included his second last name, Hernandez. If you search “Va%que%” it will find all three of 
those variations, but be careful - if the subject has a very common name, you might get hundreds 
of matches. If the subject has multiple A-Numbers, you must search for each one. Sometimes 
they will provide an A-Number that has consolidated into another file. You may stop searching 
if you determine that those A-Numbers have been consolidated. Staff only for the survivor file 
- never a consolidated file. 
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Ordinarily, you will get a blank result. 


Processing 


Control Wamffi R^qa^ster^ Last first W&ddfe Topic h Status CBteig^ry Final In 
Number Last Name First Name Name Name Name Number Action Litigation 


Search Comglete j Search Again 
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You may select “Search Complete” or you may select “Search Again” to try the search by a 
single criterion or different combinations such as Subject Last Name, Subject First Name, 
Requestor Last Name, and so forth. However, the search may yield an open case: 


'!* k‘*! !* j: j ' ' ' ' 

xtetnmw. rtMmrn* mat* Kama- 

L . . . JL. _j 


. Qmwsita; : . btettna&#‘s ; i Actions : £M<sy 

CrSAt* i!s K Nat Started 


5 *{j: vi-> C>$ Sft S -Wtft Stifttari 


rgfirarrf S J. £* ; i; 'itf J. . J >?f ; jj „ YvA Chsf.f _ ji vVW J. JL „ M? 




y'frjv' £<lf N : V$t’i 

x ij 


If you do get a match, you should select “Edit” (the icon is a folder with a gear in front of 
it) to open the matching case and carefully review it to be sure it is a duplicate. To be a 

90 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3603 



“true duplicate,” it needs to be the same Requestor, seeking the same information about 
the same subject. Also, duplicate would not apply if the original case closed FC unless 
we are still missing the same information that caused the case to close. 




W&S v/J; TLsinfris buM Q& r w 


Control Humhm Scnonod 

Last 

i*|g l«., mdtsio G3S5G4 smmw zmm m fi$u 


JEdftj; . , 

\ ' ' ’Search j ; Search j 


By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open the 
case for your review. You then review the request to ensure that: 

A. If there has been a case that was closed G1 or PD within six months from same 
Requestor - close the case with final action code DP. Modify the final action letter as 
follows: 

Upon review of the FOIA/PA Tracking System, we discovered that your request had 
been duplicated within the system. This request has been closed out. The original 
request NRC201xxxxxxx, was closed on (insert case close date) and a copy of the 
requested records were mailed to you on that date. Please contact us if you have not 
received a copy of the records. 

B. This does not include cases that were closed with any other final action code. 

Once you verify those items and you determine the case is a “true duplicate” of another case and 
closed G1 or PD within six months from same Requestor, you will select “Set this case as 
duplicate to original case” as follows: 
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If you determine that it is not a true duplicate, please insert a new Discussion entitled “Similar 
Case” with the case number of the other case in each of the cases, so that a processor or approver 
can review both. 

If the date of the request is either the same as your request or within a very few days and: 

A. The Requestor is the same, and 

B. The information being requested is the same in both requests, 

Close this case as a duplicate. Attach the case as a duplicate case by selecting “Set this case as 
duplicate to original case”, next select “Create Case” and close the case with a final action code 
of DP and modify (insert the “Upon review” statement. . .) your Final Action Letter. Next, enter 
a case Discussion and send the case to the Up-front Approver. 

If you are not sure your case meets the duplicate requirements, create a new Discussion in the 
case and send the case to Unit Chief. Send your supervisor an e-mail with the case information 
for his or her review. 

6.5 COPYING RECORDS FROM A CLOSED CASE 

You may be checking for duplicates and discover responsive records of an existing closed case 
meet the following criteria: 

• Regular (not Appeals) case 

• Status of the duplicate case is “Closed” and 

• The date closed was within six months of the current date 
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If the duplicate case meets all those criteria, then you may copy from the existing case into the 
new (active) case. The Request Type that you have selected for the existing case and the new 
case will determine whether any redactions are copied with the responsive records. If both new 
and existing cases are FOIA Requests or both cases are Privacy Act requests, then redactions will 
be copied into the new case with the responsive records. However, if the new case is a FOIA 
Request and the existing case is a Privacy Act request (or vice versa), then the responsive records 
will be copied but without any redactions. 


To begin the search, select the Tasks tab and click Search for Duplicate Cases. 


Contents 


Discussions 


Case Actions 


■ x T^5'fe x ' 


Statiis: 


Search For Duplicate Cases 

Mot Started 

Create Additional Cases: sjj 

Mot Started 

Create Fite Request 

Mot Started 

Acknowledgement Letter 

Mat Started 

Final Action Letter 

Mot Started 

Specialty Letter 

Mot Started 

Status Letter 

Mot Started 

Blank Letter 

Mat Started 

Interest Letter 

Mot Started 

Expedited Denial Letter 

Mot Started 

Vaughn Index Letter 

Mot Started 


Click the checkboxes next to the populated fields to select which search criteria to use. Case 
Creators can also type information into other fields to use as search criteria. When you have 
entered all criteria, click Submit. 

The Search Results screen lists any FIPS cases that match the selected criteria. 

To copy the responsive records from the case shown in the search results into the new case, click 
the Copy Documents icon, which looks like two pages: 


Case Jnfc 





Last Marne 

First Name 


Name 

Name 



5/9/2002 6:00:00 AM 

Johnson Esq Laurence 
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Sam : 
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Rick 
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Site! 

Sam: 
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Rick 


m & * 


5/4/2010 1:22:47 PM 

Site! 

Sam : 

Site! 

RoxAnne 




5/6/2010 3:02:43 PM 

Richards 

Tim 

Richards 

Viki 

Rae 


A message appears in the Case Info tab confirming that you copied the document into the new 
case: 
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Processing 

Copied 1 documents without redactions. 


The responsive records now appear in the Contents List of the new case: 
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6.6 CREATING ADDITIONAL CASES 

At times, you may have to create additional cases. For instance, a Requestor might send in one 
G-639 and ask for "all petitions filed for my three children, whose birth certificates are attached." 
Those petitions may be consolidated into the children’s A-files, or they may be unconsolidated. 
When the Requestor is seeking information relating to more than one person on one FOIA 
request, you must create an additional case for each individual. This is true even if you are going 
to close all of the cases FC. 

After you have created the first case, but before you have prepared a staffing letter or an 
acknowledgment letter, go to the Tasks tab and click on Create Additional Cases. 

Cmlmte Sessions C 


Tmk 

SWm 

For Cases 

Nos Started 


Not Started 

Or&ste Fite X) 

Not Started 

tetter 

Not Started 

feJAcfe tetter 

Not started 

Spmxfty letter 

Not Started 

$$$&& L.4tf iS?’ 

Not. Started: 

Bhnk Letter 

Not Started 

Mwest letter 

Not Started 


Not Started 


FIPS will ask how many cases need to create and will then create them. 
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||k Processing 
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The first case created from the request becomes the “Parent case;” all subsequent cases created 
(one case for each subject) become the “Child cases.” FIPS assigns consecutive case control 
numbers to the Parent case and all related Child cases, and the cases are given higher priority in 
the queue so that the Case Creator can process all related cases together. Requestor data from 
the Parent case is automatically added to all related child cases, as are the initial request letter 
and any related case supporting documents. 

If you forget to create additional cases before you create acknowledgment letters, those 
documents will carry over into the Child cases. All is not lost. You may simply change the 
acknowledgment letters and save them in the Child cases. Unfortunately, you will have to cancel 
the staffings. Go to the Contents tab, click on “Staffing Response” or “Responsive Records,” 
click on “Manage Document,” maximize that screen, click on “Cancel Request,” and then go 
back to the Tasks tab and create a new file request based on the correct set of responsive records. 

After you have created the first case, but before you have prepared a staffing letter or an 
acknowledgment letter, go to the Tasks tab and click on Create Additional Cases. FIPS will ask 
how many cases need to create and will then create them semi-sequentially. That is to say, FIPS 
will number the cases in sequence, but if another person creates a case while the process is 
ongoing, that case will take the next available number, so your additional cases might not have 
exactly sequential numbers. FIPS has the ability to create a parent case with up to 25 child cases. 
FIPS will automatically insert into each case a note remarking on the fact that the current case is 
a part of a parent/child case. 

When the Requestor is seeking information relating to multiple individuals on one FOIA request, 
you must create a separate case for each individual. 

After FIPS finishes creating the new case(s), you will need to create an acknowledgement letter, 
request any additional information (if applicable) and staff for responsive records. Of course, 
nothing is ever this simple all of the time. Now you are ready to determine certification of 
agreement and PII. 


95 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3608 



7 CERTIFICATION OF AGREEMENT, VERIFICATION OF 
IDENTITY, AND DESCRIPTION OF RECORDS (G-639, dated 3- 
31-2015) 

Note: On this version of the Form G-639, Certification of Agreement (consent) and Verification 
of Identity are combined. For Verification of Identity you still need a name, current address, date 
of birth, place of birth, and a signature. 

However, you only need one signature, either notarized or signed under Penalty of Peijury. If the 
any of the above items are missing, close the case as a failure to comply. 

Do not close any cases as Total Denials based solely on the Form G-639 (3-31-15). 
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A Privacy Act Record is any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. 

An A-number is an "identifying number" assigned to a single individual. That makes an A-file a 
Privacy Act Record. 

A CBP incident could involve several people. A CBP Incident Report is filed by a number 
which is not an "identifying particular" for any individual. Even though the file most likely 
contains sensitive PII, a CBP Incident Report is not a Privacy Act Record. A USCIS contract is 
another example of a document that is filed by a number, but that number is not an identifying 
particular for any individual. 

If a person requests a non-Privacy Act Record, he or she must request it under the FOIA. The 
agency will review the record and withhold information that is exempt, including sensitive 
information about individuals in the record. An individual involved in that record could provide 
a signed agreement which will allow the agency to release information about that individual to 
whatever Requestor. 

Any time a person other than the subject of a Privacy Act Record requests the record, the subject 
of record must provide the agency with a signed statement agreeing that the agency may release 
information in that file to the Requestor. 

Unconsolidated petitions are not always one way or the other. An 1-360 could be associated with 
only one person and an 1-130 is associated with two or more people. If a third party requests an 
unconsolidated petition, we need an agreement to release information from at least one of the 
people associated with the petition. 

If a person is not requesting a Privacy Act Record, then there is no requirement to establish 
Verification of Identity by mail, fax or e-mail, and do not require a signature. Requestors must 
provide name, mailing address and adequate description of the records they are seeking. By 
submitting the request, the person is agreeing to pay fees up to $25.00, unless they specify more. 

Additionally, if a Requestor establishes that the subject of record is deceased, or if the subject of 
record is more than 100 years old, then the Requestor is not required to establish his or her own 
Verification of Identity. The same requirements apply to a request for the file of a deceased 
person as apply to a request for a Non-Privacy Act Record. 

99 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3612 



In any third party request for a Privacy Act Record, we need either: 

• Verification of Identity to release information to the Requestor, or 

• Proof of parentage if the subject of record is a minor at the time of the request, or 

• Proof of court-appointed guardianship, or 

• Proof of death. 


7 CERTIFICATION OF AGREEMENT, VERIFICATION OF 
IDENTITY, AND DESCRIPTION OF RECORDS 

Certification of agreement, for the purposes of FOIA/PA is written agreement, approval or 
permission for access to information in the record by the competent individual to whom the 
record pertains. The case creator must review the request and supporting documents to 
determine if proper certification of agreement is present. 

5 U.S.C. § 552a(b) No agency shall disclose any record . . . except pursuant to a written 
request by, or with the prior written consent of, the individual to whom the record pertains. 

6 CFR § 5.21(f): If you are making a request for records concerning (a living) individual 
(other than yourself)... You must also provide a statement from the individual certifying the 
individual’s agreement that records concerning the individual may be released to you. 

Any petition filed for another person creates special requirements for certification of agreement. 
Sometimes the VOI and certification of agreement the Requestor provided is sufficient, but 
sometimes not. If the Requestor is asking for a petition, please refer to section 12. 16 of this 
guide. 

A person does not need to sign certification of agreement to request his or her own file. 
Certification of agreement could be: 

A. Block 3 on Form G-639, or 

B. A properly executed Form G-28, or 

C. A separate declaration by the subject, such as: 

Pursuant to the Privacy Act of 1974 and DHS policy, I hereby agree to the disclosure to 

of any record pertaining to me that appears in any system of 

records of USCIS, USCBP, or USICE. 
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Form G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, has been 
revised (03/04/2015). As of May 15, 2015, USCIS no longer accepts prior versions of the G-28. 

As a FOIA/PA Assistant, this may affect your decision on certification of agreement in the 
following instances: 

• If certification of agreement is provided on no other place except Form G-28, 

• Then the attorney must use a properly executed new Form G-28 (revision of 03/04/2015). 

• If the Form G-28 is an older version than the revision of 03/04/2015, then you will close the 
case FC, not TD. Please refer to section 16b of this guide. 

• If the new Form G-28 (revision of 03/04/2015) is not properly executed, then you will close the 
case TD (inadequate Certification of Agreement). Please refer to section 16a of this guide. 

The G-28 might not matter. If there is adequate certification of agreement someplace else in 
the request, such as on Form G-639 or on a separate statement, the version of Form G-28 or if it 
was properly executed does not matter. 

A Privacy Act Record is any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. 

An A-number is an "identifying number" assigned to a single individual. That makes an A-file a 
Privacy Act Record. 

A CBP incident could involve several people. A CBP Incident Report is filed by a number 
which is not an "identifying particular" for any individual. Even though the file most likely 
contains sensitive PII, a CBP Incident Report is not a Privacy Act Record. A USCIS contract is 
another example of a document that is filed by a number, but that number is not an identifying 
particular for any individual. 

If a person requests a non-Privacy Act Record, he or she must request it under the FOIA. The 
agency will review the record and withhold information that is exempt, including sensitive 
information about individuals in the record. An individual involved in that record could provide 
a signed agreement which will allow the agency to release information about that individual to 
whatever Requestor. 

Any time a person other than the subject of a Privacy Act Record requests the record, the subject 
of record must provide the agency with a signed statement agreeing that the agency may release 
information in that file to the Requestor. We refer to that as "certification of agreement." 

A subject of record is not required to provide a certification of agreement signed by himself or 
herself giving us permission to release information to himself or herself. 
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Unconsolidated petitions are not always one way or the other. An 1-360 could be associated with 
only one person and an 1-130 is associated with two or more people. If a third party requests an 
unconsolidated petition, we need an agreement to release information from at least one of the 
people associated with the petition. 

If a person is not requesting a Privacy Act Record, then there is no requirement to establish 
Verification of Identity or Certification of Agreement. Non-Privacy Act Record requests 
frequently fall under SIG. Such a request may arrive by mail, fax or e-mail, and do not require a 
signature. Requestors must provide name, mailing address and adequate description of the 
records they are seeking. By submitting the request, the person is agreeing to pay fees up to 
$25.00, unless they specify more. 

Additionally, if a Requestor establishes that the subject of record is deceased, or if the subject of 
record is more than 100 years old, then the Requestor is not required to establish his or her own 
Verification of Identity. The same requirements apply to a request for the file of a deceased 
person as apply to a request for a Non-Privacy Act Record. 

In any third party request for a Privacy Act Record, we need either: 

• A certification of agreement to release information to the Requestor, or 

• Proof of parentage if the subject of record is a minor at the time of the request, or 

• Proof of court-appointed guardianship, or 

• Proof of death. 

If none of those elements are present, VOI becomes irrelevant. We will close the case as a total 
denial (TD). For TD procedure, please refer to section 16a, TD (total denial) Case Closings. 


Self 

Not needed 

If adequate 

No close - staff 

Self 

Not needed 

If inadequate 

FC - Sec. 16b 

3 r<i Party (incl Atty) 

If adequate 

If adequate 

No close - staff 

3 rd Party (incl Atty) 

If inadequate then 

Does not matter 

TD-Sec. 16a 

3 rd Party (incl Atty) 

If adequate 

If inadequate 

FC Sec 16b 1 

3 rd Party (incl Atty) 

Other proof (death 
cert, proof of 
guardianship) 

Must establish 
identity of subject of 
record 

No close - staff 


7.1 Certification of agreement of parents or guardians 
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If a parent is filing on behalf of a minor child, then the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar document, 
naming the Requestor as a legal parent. If guardians file on behalf of their wards, they must 
submit proof of guardianship. No certification of agreement is necessary from the minor child or 
the person judicially determined to be incompetent if the Requestor is the parent or guardian, 
however the parent or guardian must provide his or her own verification of identity that is 
notarized or signed under penalty of perjury [6C.F.R. § 5.21(e)], 

Please note: if the request references a baby from Vietnam, Cambodia, Guatemala, Nepal or 
Ethiopia, please refer to section 8.23 of this guide. If the Requestor is a prospective adoptive 
parent, we will provide any documents concerning them. If unsure, please consult a supervisor. 

If a guardian is filing on behalf of a minor or person judicially determined to be incompetent, he 
or she must submit proof of guardianship. No certification of agreement is necessary from the 
minor child or the person judicially determined to be incompetent as long as the Requestor has 
proven parentage or guardianship [6 C.F.R. § 5.21(e)], 

If the Requestor asserts parentage or guardianship but does not provide proof, we will close the 
case as a total denial (TD). For TD procedure, please refer to section 16a, TD (total denial) Case 
Closings. 

Minors may request their own files; they do not have to have the certification of agreement from 
their parents or guardians to do so. Attorneys may represent minors also. 

7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) 

If a requestor is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 

By 6 CFR § 5.21(d), we must have five items - name, current address, place of birth, date of 
birth and signature. The signature must be notarized or signed under penalty of perjury. If the 
requestor does not provide all five items, we will close the case as FC and insert the unperfected 
request language in the FC letter. We are required to conduct a thorough search as long as we 
have the required information. 

If we have verification of identity , but are unable to confirm a match because of multiple matches 
or a possible match, we may need more information to verify that we have the right file (i.e. 
parents names, alias names, alien number/receipt number). If we ask them for additional 
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information, the information they send back to us does not have to be signed under penalty of 
perjury or notarized. Do not request any information that has been marked as unknown or 
otherwise indicated that they do not know it. The requestor may indicate that he or she does not 
know date of birth or place of birth, and we will still conduct a search. If the requestor declines 
to provide us with date of birth or place of birth, we will close the case FC. Please refer to 
section 16b, FC (failure to comply) CASE CLOSINGS of this guide. 

In addition, on February 17, 2011, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. 

6 CFR § 5.21(d) Verification of Identity, says the requestor must provide us: 

A. Full Name 

B. Current address 

C. Date of Birth 

D. Place of Birth 

E. Signature under penalty of perjury or signature notarized 

When you review the case and determine the requestor did not provide all five required pieces of 
information, you will close the case as a failure to comply (FC). Please refer to Section 16b: FC 
Case closings. Some examples of failure to comply (FC) are listed below. 

A. A requestor who provides full name, current address and alien number only has not 
provided sufficient verification of identity. The date and place of birth are missing. If 
any of the five required items is missing, close as a failure to comply (FC). 

B. G-639 Self Requests when the subject has not signed under Penalty of Peijury or 
Verification of Identity. Close as a failure to comply. 

C. If the requestor is asking for records concerning a living individual and it has not been 
signed under penalty of peijury nor notarized, close as a failure to comply. 
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8.a, □ Notarized Affidavit of Identity (Do NOT sign and 

date below until the notary public provides 
instructions to you.) 

By my signature. I consent to USCIS releasing the 
requested records to the requestor (if applicable) 
named in Fart 2, I also consent to pay all costs 
incurred; for search, duplication, and review of 
documents up to $25 (if filing this request for myself). 


Signature of Subject < 

>f Record 

Date of Signature (inn: 

l dd-yyyy) 

Subscribed and sworn to before r 

iie on this 

day of m t 

lie year 

Daytime Telephone Number 




Signs tare of Notary' 
My Commission Expires on 
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8 ,b. | Declaration Under Penally of Perjury 

By my signature, I consent to USCIS releasing the 
requested records to the requestor (if applicable) 
named in Part 2. 1 also consent, to pay all costs 
incurred for search, duplication, and review of 
documents up to $25 (if filing this request for myself), 

I certify 7 , swear, or affirm, under penalty of perjury 
under the la ws of the United States of America, that 
the information in this request is complete, true, and 
correct. 


Signature of Subject of Record 


Date of Si gnature (nmi/dd/yyyy) 


Closing as Failure to Comply (FC) for inadequate Verification of Identity: Please refer to 
section 16 of this guide. 

More information about VOI: The signature of the subject of record must either be notarized 
or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

A. The notarized signature of the subject or the signature under penalty of perjury does not 
need to be on the G-639. 

B If a requestor has inserted the penalty of perjury statement on ANY document, and the 
subject of record has signed the document, it fulfills the requirement to verify identity. 

C. The subject of record may have signed a separate letter, or any piece of paper including a 
G-28, but then only if the penalty of perjury statement is directly above the signature of 
the subject of record. 

D. DOJ-361, Certificate of Identity: we may not suggest or require that a requestor use a 
DOJ-361, but we can accept one as verification of identity with a signature under penalty 
of peijury or a notarized signature. 

E. For verification of identity, we will accept a statement containing the subject's name, 
current address, date of birth, and place of birth that is signed under penalty of perjury or 
notarized, or a sworn Jurat/ Affidavit. 

A current photo ID can be used for verification of identity. 
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“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of_ perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United State s or under any rule, regulation, order, or 
requirement made pursuant to law, any matter is required or permitted to be supported, 
evidenced, established, or proved by the sworn declaration, verification, certificate, statement, 
oath, or affidavit, in writing of the person making the same (other than a deposition, or an oath of 
office, or an oath required to be taken before a specified official other than a notary public), such 
matter may, with like force and effect, be supported, evidenced, established, or proved by the 
unsworn declaration, certificate, verification, or statement, in writing of such person which is 
subscribed by him, as true under penalty of peijury, and dated, in substantially the following 
form: 

(1) If executed without the United States: “I declare (or certify, verify, or state) under penalty of 
peijury under the laws of the United States of America that the foregoing is true and correct. 
Executed on (date).(Signature)”. 

(2) If executed within the United States, its territories, possessions, or commonwealths: “I declare 
(or certify, verify, or state) under penalty of peijury that the foregoing is true and correct. 
Executed on (date). (Signature)”. 


7.2 Verification of Identity (VOI) 

If a Requestor is asking for a Privacy Act record, he or she must provide verification of identity. 
Do not confuse verification of identity with certification of agreement. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 

By 6 CFR § 5.21(d), we must have five items - name, current address, place of birth, date of 
birth and signature. The signature must be notarized or signed under penalty of peijury. If the 
Requestor does not provide all five items, we will close the case as FC and insert the unperfected 
request language in the FC letter. We are required to conduct a thorough search as long as we 
have the required information. 
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If we have certification of agreement and verification of identity, but are unable to confirm a 
match because of multiple matches or a possible match, We may need more information to verify 
that we have the right file (i.e. parents names, alias names, alien number/receipt number). If we 
ask them for additional information, the information they send back to us does not have to be 
signed under penalty of perjury or notarized. Do not request any information that has been 
marked as unknown or otherwise indicated that they do not know it. The Requestor may indicate 
that he or she does not know date of birth or place of birth, and we will still conduct a search. If 
the Requestor declines to provide us with date of birth or place of birth, we will close the case 
FC. Please refer to section 16b, FC (failure to comply) CASE CLOSINGS of this guide. 

In addition, on February 17th, 201 1, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. 

6 CFR § 5.21(d) Verification of Identity, says the Requestor must provide us: 

A. Full Name 

B. Current address 

C. Date of Birth 

D. Place of Birth 

E. Signature under penalty of peijury or signature notarized 

When you review the case and determine the Requestor did not provide all five required pieces 
of information, you will close the case as a failure to comply (FC). Please refer to Section 16b: 
FC Case closings. Some examples of failure to comply (FC) are listed below. 

A. A Requestor who provides full name, current address and alien number only has not 
provided sufficient verification of identity. The date and place of birth are missing. If 
any of the five required items is missing, close as a failure to comply (FC). 

B. G-639 Self Requests when the subject has signed only the first page and the second page 
does not contain the signature of the subject but has been notarized. The Verification of 
Identity section was not signed. Close as a failure to comply. 

C. If the Requestor is asking for records concerning a living individual and if there is only 
one signature and it is not signed under penalty of peijury nor notarized, close as a failure 
to comply. 

Closing as Failure to Comply (FC) for inadequate Verification of Identity: Please refer to 
section 16 of this guide. 

More information about VOI: The subject of record must sign the request and his or her 
signature must either be notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu 
of notarized signature). 
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F. The notarized signature of the subject or the signature under penalty of perjury does not 
need to be on the G-639. 

G. If a Requestor has inserted the penalty of perjury statement on ANY document, and 
the subject of record has signed the document, it fulfills the requirement to verify 
identity. 

H. The subject of record may have signed a separate letter, or any piece of paper including a 
G-28, but then only if the penalty of perjury statement is directly above the signature of 
the subject of record. 

I. DOJ-36 1 , Certificate of Identity: we may not suggest or require that a Requestor use a 
DOJ-361, but we can accept one as verification of identity with a signature under penalty 
of peijury or a notarized signature. 

J. For verification of identity, we will accept a statement containing the subject's name, 
current address, date of birth, and place of birth that is signed under penalty of perjury or 
notarized, or a sworn Jurat/ Affidavit. 

A current photo ID can be used for verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of_ perjury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of peijury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or permitted to be supported, evidenced, established, 
or proved by the sworn declaration, verification, certificate, statement, oath, or affidavit, in 
writing of the person making the same (other than a deposition, or an oath of office, or an oath 
required to be taken before a specified official other than a notary public), such matter may, with 
like force and effect, be supported, evidenced, established, or proved by the unsworn declaration, 
certificate, verification, or statement, in writing of such person which is subscribed by him, as 
true under penalty of peijury, and dated, in substantially the following form: 

(1) If executed outside the United States: 

"I declare (or certify, verify, or state) under penalty of peijury under the laws of the 
United States of America that the foregoing is true and correct. 

Executed on (date). 

(SIGNATURE)". 

(2) If executed within the United States, its territories, possessions, or commonwealths: 

"I declare (or certify, verify, or state) under penalty of peijury that the foregoing is true 
and correct. Executed on (date). 
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(SIGNATURE)". 


7.3 Reasonable Description of Records Being Sought: 

7.3.1 Finding a Single Match 

If the Requestor provided all elements required by 6 CFR § 5.21(d), but did not provide an alien 
number or receipt number, you may still request {staff for) the Alien file if there is only one 
match and there is no other indicator that it may not be the correct subject of record. If the 
Requestor provided the required information and we do not find a match or a possible match, and 
the subject of record would have entered the United States after 1975, we do not send out for 
additional information. You will prepare a No Record (NR) final action letter and close the case 
(see section 12.18.6, No Record). 

If the Requestor believes we have records, he or she may provide additional information in order 
to open a new request and have us conduct a second search. Always create a Discussion 
addressed to the case processor (CP), justifying why you sent for additional information and 
whenever you staff for a possible match based on best available information. 

7.3.2 Finding Multiple Matches 

Sometimes a requestor provides complete Verification of Identity, but you still cannot locate the 
Subject of Record. Common subject names will result in multiple name and date of birth 
matches. You may find no matches at all. You may need additional beneficiary and/or petitioner 
PII to find a petition. In situations like this, we do not have a reasonable description of the 
records the requestor wants. We will have to ask for additional requestor documentation, 
specifically: 

A. Alien Number (if known) 

B. Application/Petition Receipt Number (if known). 

Additionally, we may ask for items of information such as names of the mother and father. If you 
have found more than one possible match, and those matches have parents’ names in CIS, we 
can narrow our search or confirm we have the right A-Number. The requestor is not required by 
law or regulation to provide that information, but if the requestor does not, we may be unable to 
locate a responsive record. 

Please request the additional PH with your Acknowledgement Letter. Check all relevant boxes 
on the requestor documentation worksheet, save the letter, and check it in. Do not staff for a file 
if you are sending for requestor documentation. In the “Contents” tab, you will see a Pending slot 
for Requestor Documentation. Send the case to Pend. After we receive a response from the 
requestor, a FOLA/PA Assistant or Government Information Specialist working in Records 
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Locator queue will request the file. The processor will use the requested information to verify the 
release of the correct records. 

Note: if the requestor entered “unknown,” or “none” for any element of the above PII, please do 
not request this information as part of the Acknowledgement Letter. For example, if the 
requestor entered “unknown,” “none” or “N/A” under Alien Number, it does not make sense to 
ask for their A-Number. You may have to use discretion. If you found parents’ names in CIS and 
it would help to match the person to the A-Number, you may ask them for parents’ names, even 
though the requestor may have entered “unknown,” “none” or “N/A” under Father’s Name and 
Mother’s Name. If in doubt, please consult a supervisor. 

7.3.3 Researching Considerations 

7.3.3. 1 If you do not find a confirmed match, refer to Section 8, CASE CREATE 
SITUATIONS/OTHER PROBLEMS. 

7.3. 3. 2 Verify the Requestor is not asking for specific documents we would normally refer 
(RF) or Redirect (RD) and is not a part of the “Bracero Program” (section 8.6), or 
entered into the United States prior to 1975 (section 12.7.5), Genealogy (section 
6.3.4.6), etc. 

7.3. 3. 3 After you make sure none of the above situations apply, you will then need to close 
the case as a No Record, (NR) final action code. Please refer to section 12. 18.6, No 
Record. 

7.3. 3. 4 Always create a Discussion to document your findings and the reason you decided to 
request the additional information. If you do not enter a Discussion, the Records 
Locator (RL) and Case Processor (CP) will not know what you found in your 
searches. 

If you send an acknowledgment letter requesting additional information, please do not request a 
file. This is to avoid having to pay for the file scan if the Requestor does not respond with 
additional information. Also, if we have to ask for additional information, we probably do not 
have enough information to staff for a file. 

7.3.4 Requesting Additional Information with the Acknowledgement Letter 

7.3.4. 1 Go to the “Tasks” tab and select “Acknowledgement Letter” 

7.3. 4.2 After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options 
screen will open. Options on this screen will allow you to ask for other 
documentation and will also allow you to add a Track 3 Denial or Lost File 
paragraph. 

7.3.4.3 We then click on “Generate Letter.” Our only option at that point is to click OK 

7.3. 4.4 As soon as you do, a File Save pop-up window will appear. Click “Save.” 

7.3. 4. 5 The acknowledgment letter will pop up 
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7.3.4 6 The acknowledgement letter has a third page. Do not change the wording on the 

acknowledgement page without specific supervisory instruction to do so unless it is a 
Specific Document request. For Specific Document requests, we modify the 
acknowledgement (ack) letter by adding the specific documents language. You may 
add information after the “Other” checkbox to clarify what information we need. 
Double-click in the area you need additional information, select the radio button 
marked “Checked” and then click OK for each item of information you need. You 
save the document, exit Word, and check the document in, click “Open” and you will 
notice that there is now a slot for “Requestor Documentation” and the Responsive 
Unit is “Requestor.” 

7.3. 4.7 Create a Discussion explaining why you needed to request additional information 

7.3. 4.8 Pend when you are finished. 

7.3. 4.9 When the Requestor provides the additional information, A FOIA/PA Assistant or 
Government Information Specialist working in Records Locator queue will request 
the records. 

Screen shots including step by step guidance follow. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 


•Contents Disci! s&i<:4i£: 
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Create Additional Cases 
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Final Action Letter 
Specialty Letter 
Status Letter 
Blank Letter 
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Expedited Denial Letter 
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Not Started 

Not Started 
Not Started 
Mot Started 
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Mot Started 
Not Started 
Not Started 


f Records Locatcr ji 

Case Processor 

-ji : Case App 

rpySr:::: 

L Unit Chief 

dp-fronLApprcver Psnd T F 

e as sign Office 

. ; ;Ss 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph. 
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FIPS v7,Q Training buik* 06 v Work Queries *’ Actions 

Processing Fee Information 


Fee Estimate: 
Prepayment Required 


□ Advance Payment Returned 
O Add Lost File Paragraph 
■J Add Track 2 Denial Paragraph 


M Other Reau a s ter Doc um enta ti on 


Other Requester Docu mentation 


: Stan 


No options found, 


generate L etter ij [ Cancel 


We then click on “Generate Letter.” Our only option at that point is to click OK. 

Th* (;i; i Case360 Home 

FIPS v 7,0 Training build 06 C work Queries x Actions Standalone Search 

i Processing fee Information 

Successfully- generated tetter Acknowledgement Letter-FOIA. 
j; Click on OK to continue. 

H 


As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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The acknowledgment letter will pop up. 
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National Records Center 

P.O. Box 6-48010 

Lee's Summit, MO 64064-8010 

US. Citizenship 
and Immigration 
Services 


NKC201000#S0<> 


December 3, 2010 

/J:, 2L Crrrjvw 

Smi Francisco, CA AbiliAONP 

Dear AA A- 2', Nr j.y-'-’v 

We received your request foj information relating to Cluis P Bacon on December 02, 2010 


Your request is being handled under the provisions of the Freedom of Information Act (5 TJ.S C ^ 
It has been assigned the following control number: NRC 2 010000806. Please cite thif 
cone sp oml ence about your request 


5 552). 

number in all future 


We respond to requests on a first- in, first- out basis and on a multi-track system Your request has been 
placed in the complex track (Track 2). You may vclsh to narrow your request to a specific document in 
older to be eligible for the faster hack To do so, please send a whiten request, identifying the specific 
document sought to the address above. We will notify you lfyom request is placed in the simple h ack 

In accordance with Department of Homeland Security Regulations (6 C.FR § 5.3(c)). your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00 Fees may be 
charged for searching for records sought at the respective clerical, professional, and or managerial rates of 
$4.00 $".00 $10 25 per quaitei hour, and for duplication of copies at the rate of $.10 per copy. The fiist 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14 00 before we will chai ge you any fees. Most requests do not require any 
fees, however , if fees in excess of $25 ,00 are required, we will notify you beforehand. 

Tins office will be providing your records on a Compact Disc (CD) for use on your personal computer. 
The CD is readable on all computers through the use of Adobe Acrobat software A version of Adobe 
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All requested information is cheeked below 


HI Consent. It appeals that you are requesting records about another individual. If that is the case, 
please submit either: (a) written authorization signed by that individual permitting disclosure of those 
records to you or (b) proof that that mdivnlual is deceased, e g a copy of a death certificate or an 
obituary. See 6 CFR §5,3 (a), 

|| Verification of Identify It appears that you are i equesting records about another individual If 
that is the case, along with the consent requested above , please submit a statement prepared by that 
individual, in which the individual verifies his/her identity by submitting Ins her full name, current 
address, date of birth, and place of birth. This statement must be signed by that individual and the 
signature must either be notarized or submitted under 28 USC §1746, a law that permits statements to be 
made under penalty of per jury as a substitute foi notarization. 6 CFR §§ 5.3(a) and 5.21(d). 

§| Verification of Identify: It appears that you are requesting records about yourself If that is die 
case, please verify your identity by submitting a statement containing yoiu full name, cm rent address, 
date of birth, and place of birth. Tins statement must be signed and the signature must erthej be notarized 
or submitted by you under 28 TJSC §1746, a law that permits statements to be made under penalty of 
perjury as a substitute for notarization 6 CFR §§ 5 3(a) and 5 .21(d) 

M Description of Recor ds Sought* We have determined dint your request does not reasonably 
describe the lecords drat aie being sought Please provide the following additional information. 

® Subject s Alien Number 

1 Sub jeef s App lie ation P e tition Re c e ipt Numb er 

H: Name o f Sub j e cf s P arents 

§§: Other Names Used by Subject 

M Other: Name of the person who filed the petition for you, when it was filed, other 
information that could help us locate the petition] 

All FOIAPA related requests, including address changes, must be submitted in writing and be signed by 
the r equester. Please include the NRO number listed above on all correspondence w ith this office. 
Requests may be mailed to the FOIA PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to 816-3 50-578 5, You may also submit FOIA PA related requests to our e-mail address at 

us c is fo ia (tv dhs eov. 
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English (U S. 


The acknowledgement letter has a third page. Do not change the wording on the page without 
specific supervisory instruction to do so. In Track 1 cases we must modify the acknowledgement 
(ack) letter by adding the specific documents language. You may add information after the 
“Other” checkbox to clarify what information we need. Double-click in the area you need 
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additional information, select the radio button marked “Checked” and then click OK for each 
item of information you need. 



The resulting page will look something like this: 

In a situation like this, you would not have created a staffing letter. (Note: If this were a live 
case, you would not see a pending Responsive Records slot, as in this example.) You save the 
document, exit Word, and check the document in. 



Click “Open' 


117 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3630 




You will notice that there is now a slot for “Requestor Documentation” and the Responsive Unit 
is “Requestor.” After this, create a Discussion and send the case to “Pend.” 



Case Actions 

History > 


A -Number Date 

H Requester Documentation 

Seq. 

8 

Pending 

Requester 

12/3/21} 10 10:40:40 AM 

|q| Acknowledgement Letter-FOIA 

j 

Editing 


12/3/2010 10:40:40 AM 

H Acknowledgement Letter-FOIA 

6 

Inactive 


1 2/3/2 0 10 10:14: 14 AM 

H| Responsive Records 

5 

Pending 

DRO - SEA Seattle 

CJ 12345678- 12/3/2010 8:28 :.17 AM 

H Staffing Response 

4 

Pending 

DRO - SEA Seattle 

3 12345 5 78- 1.2/3/2010 3:28:17 AM 

0 Staffing Letter - ICE PDF 

3 

Editing 

DRO - SEA Seattle 

12/3/2010 8:28:17 AM 

|| Request Supporting Documents 

2 4 

Scanned 


1 1/5/201 0 3:32:47 AM 

Request Letter 

1 2 

Scanned 


1 1/5/20 10 8: 32:45 AM: 

Click 

•j : Records Locator i\ Case Processor 

|j Case Appro' 

-er |i Unit 

Chief if Up -front App: 

over ji Pend ;j Reassign Office ;j 


Send 


When the Requestor provides the additional information, a FOIA/PA Assistant or Government 
Information Specialist working in Records Locator queue will request the records. 
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7.4 Third party requests 


Sometimes certification of agreement is not necessary. For instance, a Requestor asking for a 
“list of all employers in Utah who use E-Verify ” does not have to provide certification of 
agreement. Commercial, contract, and media requests are usually third party requests. 

On the other hand, USCIS will not release personally identifying information (PII) or personally 
sensitive information to a third party without certification of agreement. If the Requestor is 
asking for records concerning an individual and does not provide certification of agreement, nor 
does it appear likely that the Requestor is going to get certification of agreement, close the case 
as a total denial (TD). It may be obvious from the request that the Requestor will not be able to 
obtain certification of agreement from the subject of record. If you have a doubt, consult your 
supervisor. 

Third party Requestors are not entitled to any public documents that may be in the file they are 
seeking, nor documents that they provided in support of an application or petition. For example, 
if a wife is looking for a copy of her husband’s file so that she may divorce him, and says in her 
request letter that she does not know where he is or says she cannot get his certification of 
agreement, do, close the case as a Total Denial. Please refer to Section 16a, TD (total denial) 
Case Closings. 

7.5 Deceased subjects and the 100-year rule 

If the subject of a request is deceased, it is incumbent upon the Requestor to provide proof of 
death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; of 

■ Photograph of headstone; or 

■ Screen print from the Social Security Death Index 

If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and no 
proof of death is required. 

If the Requestor says the subject is deceased and did not provide proof of death, but the subject is 
not over 100, we will close the case as a total denial (TD). For TD procedure, please refer to 
section 16a, TD (total denial) Case Closings. 
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7.6 Power of Attorney 


A power of attorney is a document in which one person appoints another person to act as an 
agent on his or her behalf. A Requestor may submit a power of attorney with a request, and we 
may consider it. 

The Requestor may have provided adequate certification of agreement on the Form G-639 or 
elsewhere in the request, and if so, we do not need to evaluate the validity of the power of 
attorney. 

A power of attorney cannot override either the requirement for verification of identity in 6 CFR § 
5.21(d) or the requirement for certification of agreement in 6 CFR § 5.21(f). 

The subject of record must have signed the power of attorney. In order to meet the 6 CFR § 
5.21(d) requirement, the power of attorney must list the subject of record’s name, date of birth, 
place of birth and address, and the subject of record’s signature must be notarized or made under 
penalty of perjury. 

If the Requestor did not provide certification of agreement on the G-639 or on some other 
document, only then we should look for certification of agreement on a power of attorney. The 
wording on the Power of Attorney must meet the 6 CFR § 5.21(f) requirement, for example: 

“By this Power of Attorney, I agree to the disclosure to (the named person) of any record 
pertaining to me that appears in any system of records of USCIS, USCBP, or USICE.” 

If you are unsure if the wording is sufficient to meet the requirement, please contact a supervisor. 

If the subject of record is not alive, a power of attorney is irrelevant. If the Requestor states that 
the subject of record is deceased, please refer to section 7.5 of this guide. 

We cannot consider a power of attorney describing blanket authority without specific mention of 
delegated authority to request USCIS records. We cannot consider a power of attorney with no 
expiration date or a power of attorney with an indefinite expiration date. 

If it is expired, the power of attorney is invalid, even if it met all the § 5.21 requirements. We are 
not legally covered if we honor an expired power of attorney. 

If the Requestor provided adequate certification of agreement and verification of identity 
elsewhere in the request, such as on Form G-639 or on a separate document, any attached power 
of attorney is irrelevant, whether or not it is valid. 
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8. CASE CREATE SITUATIONS/OTHER PROBLEMS 


At any time during the case-create process you may encounter a quirky or unusual situation. 
Some not-so-usual situations follow this paragraph, but as a case creator, you will inevitably see 
situations you have never seen before. Case creators should seek assistance from their co- 
workers and then supervisors. If the problem cannot be resolved, the creator should create a 
Discussion and send the case to the Unit Chief and send an e-mail to the supervisor for 
clarification. If it is not a situation that needs clarification but some type of FIPS error, please 
refer to section 23 of this guide. 


8.1 REQUESTS: Foreign Consulate 

Please verify it is a consulate requesting the records and not the subject of the request putting the 
consulate’s address on the G-639 to mail the records to the consulate (for passports). 

After you’ve verified that the request is from a consulate, please do the following: 

1 . Print out the entire request. 

2. Attach a cover sheet (“Request from Foreign Consulate”) 

3. Take the printout to your supervisor. 

4. Add a discussion, “Request from Foreign Consulate.” 

5. Send an email to NRC, FOIAOA with the case information. 

6. Create the case and close it, ER. 

7. Send to Up-front Approver. 

A person may be using the consulate’s address, and that is not the same thing as a request from a 
foreign consulate. If the subject mailed the request and wrote the consulate’s address on the G- 
639, then you should use the subject’s address from the envelope and set it up as a self-request. 

If you are unsure about which address to use, please consult your supervisor. 

8.2 REQUESTS: Non-immigrant visa material 

If the Requestor specifically asks for non-immigrant visa data and there is no record of the 
person in CIS or CLAIMS, do not close the request as NR. If the Requestor is asking a question 
about being a student, au pair, camp counselor, or participating in a summer work/travel 
program, or if the Requestor specifically mentions visa type F-l, F-3, J-l, M-l or M-3, or if they 
are asking for an 1-20 which is a student visa, then you should refer (RF) the request to ICE, 
since that record will be tracked in SEVIS (Student and Exchange Visitor Information 
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System.) An example of a “refer to ICE” type request might be: “Type of visa, visa number and 
legal documents allowing entry into the US. The subject was a student at the University of 
Nebraska.” See section 9, Referral and Redirection. 

Otherwise, redirect (RD) the Requestor to Department of State. An example of a “re-direct to 
State” type request might be for a B1/B2 visa, such as: “Type of visa, visa number and legal 
documents allowing entry into the US. The subject visited Disney World and Cape Canaveral 
and entered at Orlando International Airport.” See section 9, Referral and Redirection. 


8.3 Routine use requests 

USCIS may disclose records to an appropriate Federal, State, tribal, local, international, or 
foreign agency, including law enforcement, or other appropriate authority charged with 
investigating or prosecuting a violation or enforcing or implementing a law, rule, regulation, or 
order, where a record, either on its face or in conjunction with other information, indicates a 
violation or potential violation of law, which includes criminal, civil, or regulatory violations and 
such disclosure is proper and consistent with the official duties of the person making the 
disclosure. 

What does that mean? We may disclose records from alien files to other Federal, State and local 
government agencies as a normal course of operation for law enforcement purposes. 

Certification of agreement is not necessary for the processing of these types of requests. Some 
examples of these types of requests include requests relating to child support enforcement and 
aliens seeking public assistance. 

Requests from government agencies (federal, state or local) for verification of status of aliens are 
routine use. 

These types of requests are not a part of FOIA and should not be in FIPS. For example, you may 
open a request from a county public assistance agency attempting to locate a child’s father who 
is avoiding financial responsibility. If you open a request from a state or local government 
agency requesting information about an alien, you will close this case as “Created in Error” (ER). 
The only exception to this rule is if there is a cover sheet with instructions to create as FOIA. 

If you are not sure if the case is a routine use case, do not close the case as ER. Seek supervisory 
guidance. If you are not able to seek guidance, create a Discussion and send the case to the Unit 
Chief (UC) and e-mail the supervisor. 

Closing as ER- Routine Use cases 

A. Select the “Final Action Letter” from the Tasks tab. Select “ER” from the final action 
codes list. FIPS will not generate a letter. 
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B. Print the request and place a cover sheet on the request with the comment “Supervisor: 
Routine Use. Not a FOIA-Request. Do not scan into FIPS.” 

C. Create a Discussion with your findings for the Up-front Approver, “UFA-This case is a 
Routine Use case” and explain why. 

D. Move the case to the Up Front Approver queue. 

E. Give the printed copy to your supervisor and follow up by sending an e-mail with the 
NRC control number and Requestor name to your supervisor 

8.4 REQUESTS: Bond obligor, no certification of agreement, closed as a Total 
Denial 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. 

Immigration bond obligors are surety companies who have posted an immigration bond (Form 1-352) 
for an alien who has been taken into custody by the Service. If the alien fails to attend his or her 
hearing, then he or she forfeits the bond. 

These requests previously were processed by Immigration and Customs Enforcement. 

We will now create bond obligor requests under FOIA. 

Since there is no certification of agreement provided with bond obligor cases, we will close these 
as a TD. 

Please refer to Section 16a (TD (total denial) CASE CLOSINGS. 


8.5 REQUESTS: A-Number Only 

If a Requestor/subject is asking for his or her alien number only , follow these steps: 

A. Search CIS with the information provided on the request to locate an A-Number. 

B. If you locate an A-Number, compare the information provided on the request with the 
information in CIS to make a positive ID. 

C. You must have VOI and possibly certification of agreement in order to proceed. If it is a 
third-party request and you do not have certification of agreement, VOI does not matter. 
Close the case as Total Denial (TD). Reference section 16a, TD Case Closings. If VOI 
is inadequate, close as Failure to Comply (FC). Reference section 16b, FC Case Closings. 

D. If you do have adequate agreement to release (if needed) and VOI: 

E. Print a copy of CIS 9101 screen. 

F. Create a File Request to RAF ACS and leave the “Customize Letter” button selected. 

G. Create a Discussion “CP, A-file number only requested”. 
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H. Attach a “Scan As” cover sheet to the screen print, mark the box “Responsive Records” 
and take to a person designated to scan RAFACS-only responsive records. 

I. You will not staff for the Alien file. When the alien is requesting A-number only, the CP 
will be using the 9101 screen print as responsive records. 

Make the case a Track 1 case and pend the case for responsive records. When the responsive 
records (9101, CIS Screen Print) are scanned in, the case will move to the processing queue. 

8.6 REQUESTS: Bracero Program 

The Bracero Program (1942-1964) began as a temporary World War II program to fill 
agricultural labor shortages, and continued in one form or another for more than twenty years. 
Initially the program included workers from Mexico, the Virgin Islands, British West Indies, and 
elsewhere. After about 1945, the program was limited to agricultural workers from Mexico, and 
the term “bracero” refers to an imported farm worker from Mexico. “Brazo” means arm, and 
“bracero” means a person who works with his arms. 

A. Begin with a thorough search of CIS, CLAIMS and PCQS. 

B. If you find a record, please staff for the file. If you do not find a record, you will be 
requesting a manual search. 

C. Create a Records Indexing Staffing and enter all information provided by the Requestor. 

D. Enter a Discussion note 

E. Pend for the manual search. 

From the Records Locator Queue, if the manual search staffing response produces no record, 
generate a “NR” letter and send the case to Up-front Approver. The supervisor will review and 
close the case. Reference Section 12.18.6 No Record (NR) for Final Action NR. 

For the Records Indexing letter which is used to paste onto the FIPS staffing Sheet, 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create References. 

Or Enterprise Collaboration, ECN Network /Case Create Library 
http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/default.aspx 
Select the “RECORD S INDEXER” letter and copy paste the Records Indexing staffing sheet 
onto the end of the FIPS request letter. Press Ctrl+Enter at the bottom of the FIPS letter to insert 
a page break and paste in the letter. 

In these no record cases, the researcher’s only recourse may be to search for a record of 
admission at the National Archives (NARA). Today NARA holds microfilm of arrivals at US- 
Mexico Border ports of entry from ca. 1905 to 1954 (some to 1957). A Bracero admitted in 
1960 will not appear in these records due to the cut-off dates. 
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The Requestor can request a search by writing directly to NARA. In their letter, the Requestor 
should ask for a search of Mexican border arrival manifests in Record Group 85. The 
correspondence to NARA should contain the date and port of entry, as well as the name used at 
the time of entry, age at the time of entry and any other identifying information. Create a 
Discussion asking the CP to provide this NARA contact information, if no other records are 
found in the Records Indexing search. 

NATIONAL ARCHIVES AND RECORDS 

ADMINSTRATION 

CIVIL REFERENCE 

7 th AND PENNSYLVANIA AVENUE NW 
WASHINGTON DC 20408 

8.7 REQUESTS: Referrals and Consultations Received From Other 
Agencies 

Other government agencies’ and DHS components’ FOIA/PA offices will make the 
determination to refer a FOIA request to the USCIS FOIA office at the NRC for a direct 
response to the Requestor. The referral can be complete or partial. 

8.7.1 Complete Referrals 

A complete referral comes from another government agency or DHS component in which 
either the entirety or a segregable portion of the request falls under the purview of 
USCIS. If the referral is a request for an A-File or A-File material (petition, application, 
etc.) create the case as if the request came directly to the NRC. If the referral is a request 
for anything else please see section 6.3. ■ 4,4 as the request may fall under SIG. 

8.7.2 Partial Referrals 

As other agencies process FOIA/PA requests, they will sometimes find USCIS 
documents within their files. These documents will be referred to us for processing. The 
majority of partial referrals come from the Office of Personnel Management (OPM), 
Department of State, and the Federal Bureau of Investigation (FBI). SIG processes all 
partial referrals. Follow the procedures in section 6,3, 4,4.2 for partial referrals. 

We process a consultation when another government agency or DHS component has found 
USCIS equities within their documents and then forwards those documents to the USCIS 
FOIA office to make any recommended withholdings or disclosures. The USCIS FOIA 
office processes only that specific portion of the document that contains USCIS equities and 
upon completion returns it back to the original agency/component. SIG processes all 
consultations. Follow the procedures in section 6,3,4.4.2 for consultations. 
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8.8 Deleted 


8.9 Deleted 


8.10 REQUESTS: Red Cross / Last known address 

Requests from the Red Cross or from some other non-governmental organization (such as 
Salvation Army, etc.) looking for the last known address of an alien are normal FOIA requests. 
You should create the case and request the file as a specific document request. It is not 
necessary to create an acknowledgement letter if the request is from the Red Cross. Create a 
Discussion identifying the case as a Red Cross request. 

8.11 REQUESTS: Federal, state, local agencies 

Governmental agencies, including county public assistance agencies, are seeking the alien to 
enforce court ordered support or enforcement of some other lawful responsibility. These types 
of requests fall under the routine use category. Reference section 8.3 REQUESTS: Routine 
use. 


8.12 REQUESTS: Return of original documents 

Requestors will sometimes ask for the return of original documents, such as adoption decrees, 
birth certificates or other documents of a personal nature on a request addressed to FOIA. If the 
request for the return of original documents is submitted on a G-639, we are required to provide 
the Requestor with a copy of the specific documents requested. Create the case as normal and 
insert the language in the acknowledgement letter. For return of original documents, the 
Requestor must submit a G-884 to the SAVE Unit of their local district office. Insert the 
following language in the acknowledgement letter: 

In your FOIA request you have specifically asked for the return of original documents. 

We will provide you with a copy of these documents. In order to obtain the original 
documents you must submit a G-884, “Request for the Return of Original Documents” to 
the Save Unit of the nearest district office. 

A. If a Form G-884 has accidentally been scanned into FIPS as a FOIA request, close the 
case as “ER” (created in error). To close a case ER, please refer to section 1 5 of this 
guide. 
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B. When you close a case ER, FIPS does not create a Final Action letter. You will need to 
create a Blank Letter explaining the reason we did not accept their request as a FOIA 
request. Print two copies of the letter. 

C. Attach a cover sheet on one copy to be scanned in as a CSD and send the other copy to 
the OA room for mailing to the Requestor. 

D. Include a detailed Discussion note on your findings. 

E. Send the case to Up-front Approver. The supervisor will review and close the case. 

The Case Resolution Team at the NRC handles all G-884’s (Request for Return of Original 
Documents). OA ordinarily forwards any requests for return of original documents to Case 
Resolution. Print a copy of the request. Attach a coversheet to the copy of the request and write 
“OA- Do Not Scan, G-884 Request for Return of Original Documents.” Deliver the copy to the 
OA Room. They will forward it to the Case Resolution team if they have not done so already. 

8.13 REQUESTS: Inmate in Federal Custody 

The Bureau of Prisons (BOP), an agency of the U.S. Department of Justice, will not deliver 
incoming mail to a person housed in their custody unless it contains the subject’s Register 
Number. Upon entry into BOP custody, each inmate is assigned an eight digit Register Number 
(i.e. xxxxx-xxx) by which he/she is identified throughout his/her commitment. The first five 
digits are unique identifiers for that specific inmate, the last three digits, separated from the first 
five by a dash, indicate the jurisdiction from which the inmate originally entered the corrections 
system. It is imperative that the correspondence contain the Register Number in the proper 
format. BOP Register numbers are created for the subjects in the name in which they received a 
conviction sentence from a federal court or a legal document charging them of an immigration 
violation and/or removal. This name could be their birth name or an alias name. 

ICE will not deliver mail to an ICE detainee unless we include the alien number in the address. 
Please include the alien number in the address of an ICE detainee, if you are addressing 
correspondence to the alien in the ICE detention facility. In order to avoid PII spills, OA will 
prepare an outer envelope without the alien number and mail it in that. 

If the inmate is not in federal custody (i .e., Bureau of Prisons location or ICE detention facility) 
but held at a non-federal correction facility (such as a state prison or county jail), DO NOT put 
the alien number in the address. 

8.14 SITUATION: Untranslated Foreign Language Documents 

If you find an untranslated foreign language document which may contain essential information 
needed to create a case, and you are unable to determine what that information is, there are 
individuals at the NRC available to translate. Here is the procedure: 
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A. Insert a Discussion titled “Untranslated Documents” and the reference page numbers 

B. Copy the text of the Discussion and paste it into an e-mail to NRC, NRCFOIAMSB 

C. Send the case to Unit Chief 

D. After translation, a copy of the translated information may be scanned in, or the translator 
may add a Discussion response. The translator will then return it to you for creation 
and/or staffing. 


8.15 SITUATION: Congressional Correspondence 

Reference section 28 CONGRESSIONAL REQUESTS AND APPEALS. 

When the unit receives correspondence from a member of Congress, we may need to create the case 
as a track two case, mark the category as Congressional, request the requested documents and send 
an e-mail to congressionalnrc@uscis . dhs. g ov advising them of the control number, congressional 
contact information and name of the subject of the request. Do not use the Congressional office 
address as the address for the FOIA request. If an address for the subject is not in the request, please 
contact a member of the FST for more guidance. 

8.16 SITUATION: Appeals 

While case creating, you may open a request and see that it is marked “Appeal.” The Requestor 
will include the case number he or she is appealing. If this happens, you do not create the case. 

In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo used to 
print the request. 

A. Select “Print.” FIPS will then print out all the pages of the request. 

B. Retrieve those pages and take them to the designated appeals point of contact (currently 
Claire Gage). After you are sure the pages printed correctly and you have control of 
those pages, click “Delete.” This is possibly the only time you ever click “Delete.” 
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Before you press Delete, you should have the printed request in your hands and not still on the 
printer. Once you press Delete, there is no way to get the information back. 



8.17 SITUATION: New requests received on the 1-694 

If you see a case in the creator role or the processor role that has the 1-694, Notice of Appeal of 
Decision Under Sections 245 A or 210 of the Immigration and Nationality Act (INA), scanned as 
the FOIA request letter, this is a legitimate request. The Administrative Appeals Office sends 
this form along with the A-file to the NRC for processing under FOIA. 

Form 1-694 is used to notify USCIS that an individual is appealing the denial of their permanent 
residence, temporary residence, or a waiver of grounds of inadmissibility. 

To assist you in identifying this 1-694 request, the words “NEW REQUEST” should have been 
written on the top of the form before scanning. Please note the request may not have a current 
date. There should already be responsive records in the case. 
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A. Create the case. 

B. When you prepare the acknowledgment letter, request VOI and/or certification of 
agreement if needed. Most often, you will have to request adequate VOI. Please take 
note: We do not close an 1-694 request TD or FC for not providing all the required 
elements of Certification of Agreement or VOI with the original request. 

C. Create a Discussion for the case processor. 

D. If VOI or certification of agreement is not necessary and there are responsive records 
already scanned in, send the case to processor. 

8.18 SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please send it to Up-front Approver 
for closure as ER. 

A. Create the case. 

B. Create a Discussion with findings for the Up-front Approver to close as ER 

C. Send a message to NRC, FOIA PROGRAM and the current OCC Paralegal, providing 
the NRC control number and information indicating the request was a subpoena or court 
order. The Chief Counsel’s Office is currently addressing these requests. Subpoenas or 
court orders are a high priority. Please notify NRC, FOIA PROGRAM and 

NRC, FOIAOA as soon as possible. 

D. If you aren’t sure, please contact your supervisor for guidance on how to proceed. 

8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “certified documents requested.” 

Create the case as normal. If you are closing the case as no record, total denial or failure 
to comply, there is no need to address certification of record in the final action letter. If 
you are not closing the case NR, TD or FC, and if the Requestor does not want a copy of 
the whole file, but specifically requests only a certified copy of a particular document, 
you will be closing the case NB. According to the situation, please add the following 
paragraph(s) into your final action letter: 

NB Situation 1 : If a request is only a request for a certified copy of a Name Change 
document, insert the following paragraph: 

Regarding your request for a certified copy of Name Change document, you may 
check with the Court that issued and certified the Name Change document. 

NB Situation 2: If a request is only for a certified copy of Certificate of Naturalization of 
a living person and not a request for the whole file: 
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This is in response to your request for a certified copy of your Certificate of 
Naturalization. 

To request a “Certified True Copy” of your Certificate of Naturalization, and if 
you have the original document, you must make an appointment at your local 
USCIS office by using the on-line InfoPass Appointment Scheduler. If you do 
not have the original document, to request a replacement of your Certificate of 
Naturalization, you must fill out Form N-565, Application for Replacement 
Naturalization/Citizenship Document. Please see www.uscis.gov for more 
information about these processes and the downloadable Form N-565. 

If you have additional questions, you may contact your local USCIS Office or call 
the National Customer Service Center at 1-800-375-5283 (TTY 1-800-767-1833). 

If the request is for a copy of the whole file, and there is a request for certified copy of a 
naturalization certificate of a deceased person (but not Italian dual citizenship - if it is an 
Italian dual citizenship request, please go to section 8.20 of this guide), or if it is a request 
for any other documents that may be within the file, you will not close the case 
NB. Please staff for the file and add this paragraph to your acknowledgment letter: 

You requested a certified copy of a U.S. Citizenship and Immigration Services 
(USCIS) record. The National Records Center does not certify documents and is 
responding with a copy of these records as required under the Freedom of 
Information Act/Privacy Act. 

8.20 SITUATION: Certification of record for dual Italian citizenship 

If we receive a request asking for a certified copy of a relative’s naturalization certificate for the 
purpose of applying for dual Italian citizenship. 

A. Evaluate if the request qualifies under the Genealogy Program. Refer to section 
6 . 3 . 4 . 6 . 

B. If the Requestor’s relative does fall under the description of genealogy records as 
described in section 6.3. 4. 6, he or she must submit the request to 
Geneal ogy .USCIS @ dhs.go v . You may direct them to USCIS.gov for more 
information. The link for Genealogy requests is in the left column, listed under 
“Services.” 

C. If the Requestor’s relative does not fall under the description of genealogy records 
described in section 6.3. 4. 6, please include the following paragraph in your 
acknowledgement letter: 
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This is in response to your request for a certified copy of a relative’s naturalization certificate in 
order to apply for dual Italian citizenship. According to information obtained from the Italian 
Embassy in Washington, D.C., certified copies of naturalization certificates are not required for 
the dual citizenship application. The Italian Embassy requires the naturalization certificate copy 
along with our USCIS cover letter and envelope. The records that we release as part of this 
FOIA request will serve that purpose. 

8.21 SITUATION: Record at National Archives and Records 
Administration (NARA) 

The National Archives and Records Administration has designated alien files as permanent 
records for the Federal Government, ensuring their retention indefinitely. As with all permanent 
records of the Federal Government, ownership and physical custody of the record is transferred 
to NARA at a designated point and NARA becomes the custodian of the record. Once the record 
is transferred to NARA, anyone who wants documents out of the file will have to file his or her 
FOIA request directly with NARA. The “magic date” for alien files to be turned over to NARA 
is when the subject of the file passes 100 years of age. The NRC routinely transfers the targeted 
files into the custody of NARA. 

As a result, case creators need to pay close attention to those cases in which the subject of the file 
was born more than one hundred years ago, particularly if the request does not meet the criteria 
for a genealogy case. 

For example, a Requestor writes with the following request: 

“Please send the records of Giuseppe Granchio, bom March 22, 1899 in Italy. Mr. Granchio 
naturalized in 1957, changed his name to Joe Granchio, and died in 1969. Enclosed is proof of 
his death and alien number.” 

NOTE: You may find the complete list of criteria in section 6. 3. 4. 6 of this guide. 

Mr. Granchio meets one of the criteria for genealogy because he was born long ago; however, 
since he was naturalized in 1957, he does not meet the criterion of section 6.3. 4.6 E, because he 
would have documents in his file dated after 1951. 

If you are creating a case and the subject of the request is 100 years of age or older, but the 
person DOES NOT fully meet the criteria for a genealogy case, please pay special attention to 
NFTS. 

A. NFTS may show that the file has been retired and is at a Federal Records Center. If that 
is true, create the case and request the file. 
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B. It may happen that USCIS has not yet transferred the file to NARA. If NFTS still shows 
a shelf location within NRC (or any other office), request the file. 

If the subject meets the criteria listed in section 6.3.4.6, continue with the steps listed below: 

A. If NFTS shows that the A-Number has been retired to NARA, it means we have turned 
the records over to NARA permanently. The Requestor will have to send a request to 
NARA. 

B. Please select Final Action Letter and select NA: FOIA or PA not applicable. Please refer 
to section 14 of this guide. 

Replace the body of the Final Action Letter with the National Archives Letter located at 
O:\Foia\FOIA LIBRARY\Case Create References\National Archives.doc 


C. Create a Discussion with findings for the Up-front Approver. 

8.22 SITUATION: Old records 

Occasionally we will receive a request for records pre-dating our recordkeeping system. The 
agency maintains immigrant arrival records created since 1892; and naturalization records since 
1906. 

A. Create the case 

B. When a request is for records older than those maintained by the agency, create a Final 
Action Letter and select “OR.” This generates a letter to the Requestor explaining that 
the records being requested are older than those maintained by the agency. 

C. Create a Discussion for the Up-front Approver 

D. After generating the final action letter, send the case to Up-front Approver. 

E. The supervisor will review and close the case. 

8.23 SITUATION: Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries have had 
problems concerning adoptions. Birth Certificates have been forged and babies have been taken 
without certification of agreement of the biological parent. In Vietnam, “baby brokers” scour 
villages looking for unwed, impoverished mothers. They purchase the babies for about $50 and 
sell them to commercial adoption services. In Guatemala and elsewhere, people steal babies and 
sell them to middlemen. Prospective adoptive parents from Spain, Italy and the United States are 
typically willing to pay as much as $25,000 to adopt a child. (This information comes from 
kidsofkathmandu.org). 
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Normally if we cannot verify certification of agreement or prove parentage in a case, we do not 
send out for additional information, we close as TD or FC for no certification of agreement and 
Verification of Identity, but this situation is an exception. You should create the case as you 
normally would. Please do not send out for additional information in pending (not finalized) 
adoption cases and do not close as TD or FC for the following reasons: 

A. The Prospective Adoptive Parents (PAP) have the right to all information 
they submitted for the adoption. In cases like this, it is likely that the 
adoption never happened. If that is the case, they have no proof of 
parentage or guardianship 

B. The child is usually too young to give certification of agreement 

C. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please create a Discussion and send 
your case to the Unit Chief (UC) for supervisor review. 

8.24 SITUATION: Requests for Asylum or Refugee documentation 

Asylum and refugee A-Files can be very large. We frequently see voluminous evidence of past 
persecution or conditions that would jeopardize the life or safety of the applicant. Because of 
this, we do not adhere strictly to the “three documents or less” rule when deciding whether we 
have a Track 1 or Track 2 case. The two examples below show first, a Track 1 and second, a 
Track 2: 


Example 1, Track 1: 
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An asylum application and a Form 1-589 are the same thing. They are usually about 10 pages. 
There are some things we might do to help decide whether this is Track 1 or Track 2. For 
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instance, we might want to ask a more experienced creator what it takes to establish eligibility 
for NACARA. For NACARA, if the Requestor can produce a Form 1-589 that was accepted by 
the service and lists the daughter on it, the Requestor can establish eligibility. We could 
conclude that all the Requestor needs is the Form 1-589. Alternatively, we might call the 
attorney’s office to ask if they mean only the Form 1-589 and nothing else. In either case, you 
would create a Discussion explaining what you did and why, and modify the acknowledgment 
letter, using language as close as possible to the request while remaining grammatically correct, 
stating, for example, “you specifically requested all Forms 1-589, Asylum Applications.” If we 
fail to state it that specifically in the acknowledgment letter, the processor will be forced to 
process the case as if it were a request for the entire file. An example of such a failure would be 
“you specifically requested asylum documents.” 


Example 2, Track 2: 
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This may as well be a request for the entire file. Even if this request had only listed three things: 
“1-589, evidence and decisions,” we should still create this as a Track 2 rather than a Track 1 
because of the word “evidence,” which could imply hundreds of pages. 

There are other times that the decision to assign the case to Track 1 or Track 2 is not easy, and at 
those times it helps to speak with more experienced creators, your supervisor, or as a last resort, 
create a Discussion and send the case to Unit Chief. 


9. Referral and Redirection 

9.1 Referral (RF) 

The FOIA requires us not to close a case if there is information in another component of our 
department. For instance, the Drug Enforcement Administration and the Federal Bureau of 
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Investigation are both components of the Department of Justice. If DEA receives a FOIA 
request and determines the information is with FBI, they may not close the case and tell the 
Requestor to write to FBI (that is redirection). They must send the request to the FBI and advise 
the Requestor they have done so (that is referring). 

USCIS occasionally receives FOIA requests for non A-file records totally under the purview of 
another DHS component. When this occurs, we refer the FOIA request in FIPS to the correct 
component. The following agencies are DHS components: 

Transportation Security Administration (TSA) 

U.S. Customs and Border Protection (CBP) 

U.S. Immigration and Customs Enforcement (ICE) 

U. S. Secret Service (USSS) 

Federal Emergency Management Agency (FEMA) 

U.S. Coast Guard (USCG) 

Referring the Case to another Agency or Unit (RF) 

If you do not find an A-file or responsive receipt file for the subject, follow the referral guidelines set 
forth below. The list below includes examples of when to Refer (RF) to CBP and or ICE. 

What is a “responsive” receipt file? If a Requestor checked “All of my records” and you find a 
receipt file, then it is responsive. If a Requestor said “A portion of my records” and specified 
“Incident July 25, 2014 at Blaine, Washington, all documents related to apprehension and 
questioning,” and you find a receipt file, that receipt file is not responsive to the request. 

If you find an A-file, you should create the case and staff for the file. Please refer to the flow charts 
at Appendix H. Before you refer the case, you must verify we have no record. When conducting 
research, do the queries and provide screen prints of CIS 9103, CIS 9102, CIS 9104 and PCQS or 
CLAIMS searches. There should be no less than two pages and may be lengthier if the subject has 
provided multiple names. Prepare a “Scan As” sheet to be attached to the screen prints and take them 
to the OA room for scanning as CSD. In your Discussion, you should also name the systems you 
searched and state that you have sent the documentation to OA for scanning as CSD. 

Note: We may sometimes need to refer to CBP for Entry and Exit as an example, and include the 
ICE contact information on the Final action letter for Drug smuggling. It depends on how the 
Requestor worded the specific documents needed. For example, you could not find any A-file or 
receipt file and the Requestor specified one of the following: 

• Entry exit / Departure information 

• Copy of an 1-877 

• Any reports or incidents at the airport. 

• Copy of 1-94 card 

• Arrests at the border 
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• Voluntary departures 

• Border stops 

Note: If receiving a request for the entire records as well as a specific incident or entry, the 
request must state a specific incident, such as a time or place. If you find no records, you will 
then refer to ICE or CBP as needed. 

RF to ICE (Please note: refer to ICE if you found no other record and this is not a Records 
Indexing Staffing situation - see section 12.7.5) 

• Information about SEVIS 

• F, J, or M Visa requests 
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Referring the Case 

A. Create the case as normal 

B. Conduct a search for responsive records. Prepare screen prints and “Scan As” sheet. 

C. Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DHS 
Component” as the final action code. Under “Redirects/Referrals” select the 
component to which we are referring the request and click “Submit.” 

D. FIPS will automatically create two documents: a final action letter to the Requestor 
and a referral memorandum to the DHS component. 

E. FIPS then generates the two Word documents 

F. You will need to edit the letter to add needed information. After you exit from the 
Word documents, they will appear under the “Contents” tab. 

G. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” 

H. After you have done this for both documents, enter a case Discussion with your RF 
findings stating that you have sent the screen prints to be scanned as CSD. 

I. Send the case to Up-front Approver. 

The following screen shots provide views of steps B-G in FIPS: 
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FIPS will automatically create two documents: A final action letter to the Requestor and a 
referral memorandum to the DHS component. 
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After you have done this for both documents, send the case to Up-front Approver. 

9.2 Redirection (RD) 

9.2.1 If we receive a request for specific records that belong to an agency outside of DHS (except 
NVC), we close it and write a “redirect letter.” Always make sure we have no responsive records 
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before redirecting to another agency. For example, if someone requests a Visitor Visa, but we 
cannot find a record, we can redirect the request to the U.S. Department of State. The 

redirect letter advises the requester to contact the different agency for the information they are 
seeking. The procedure for the Word document is the same as for referrals. You may have to edit 
the letter to add needed information. 

9 . 2.2 If it is a general request for “My Complete A-File” or “All my records,” you must conduct 
a search for responsive records. If you find an A-file, you should create the case and staff for the 
file. If unable to find the A-file, we are still required to provide any other records we find, 
including any applications, petitions, etc... However, unless receipt files are specifically 
requested, we will not produce receipt files in responding to an “All My Records” request. Please 
refer to the flow charts at Appendix H. Before you redirect the case, you must verify we have no 
responsive record. When conducting research, do the queries and provide screen prints of CIS 
9103, CIS 9102, CIS 9104 and PCQS or CLAIMS searches. There should be no less than two 
pages and may be lengthier if the subject has provided multiple names. If the receipt is located at 
the NVC, do not redirect to the NVC. Have the screen prints of the receipt scanned in as 
responsive records. Make sure the track is TRACK I. Create the request using RAF ACS (not 
RAF ACS/CIS). Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive records for the case number 
you have just created, attach it to the screen prints to OneNote and send an email to 
FOIAPROGRAM.NRC@uscis.dhs.gov . On the subject line, put the control number and SOR’s 
name. Pend the case. 

In your Discussion, you should also name the systems you searched. 

9.2.3 If it is not a request for all records, but a request for a specific receipt, then you should 
research where that receipt is now, and if we have it, you should staff for that receipt. You do not 
have to provide the same print-outs as you would when you are conducting research for “All my 
records,” but you should provide print-outs to show the receipt is with NVC, if available. The 
rest of this section has instructions concerning what to do if we do not have the receipt. 

9 . 2.4 The following are examples of requests we would redirect to State Department if we find 
no matching records: 

A. B1/B2 Visa information 

B. Visitor Visa 

C. U- Visa 

D. US Citizens bom abroad 

E. 6 Million A-Numbers that are not in CIS 
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Note: RD to DOS when they specifically ask for the above information. We do not RD to DOS 
just because you find a Visa control number in PCQS. 


9.2.5 Deleted 

9.2.6 Deleted 

Redirecting the Case to another Agency or Unit 

A. Create the case 

B. Conduct a search for responsive records. Prepare screen prints and “Scan As” sheet. 

C. Under the “Tasks” tab, select Final Action Letter. Select “RD: Referred to a DHS 
Component” as the final action code. Under “Redirects/Referrals” select the component 
to which we are redirecting the request and click “Submit.” 

D. FIPS will automatically create a document: a final action RD letter to the Requestor. 

E. FIPS then generates the Word document. 

F. You will need to edit the RD letter/document to add needed information. After you exit 
from the Word document, it will appear under the “Contents” tab. 

G. Click on the “Check in Document” icon and you will get a “Save” dialog box. Click 
“Open.” 

H. After you have done this for the document, enter a case Discussion with your RD 
findings stating that you have sent the screen prints to be scanned as CSD. 

I. Send the case to Up-front Approver. 


9.3 Entry/Exit Information and Border Apprehension referral to CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982 but no earlier, 
inspection, Port of Entry (POE), requests for information relating to air and/or marine incidents, 
or the U.S. Border Patrol Academy, legacy Customs or legacy Inspections. Key words that you 
could see on a request relating to CBP are inspection, Port of Entry, Bridge of the Americas, 
Friendship Bridge, and smuggled goods. A FOIA request for this type of information should be 
referred to CBP at the address shown below. 

U.S. Customs and Border Protection 
FOIA Division 
90 K Street, NE, 9th Floor 
Washington, DC 20229-1181 
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You will need to modify the referral letter; any information you can provide as to what the 
Requestor is asking for will be helpful to CBP. For instructions on Referrals (RF) see Section 

9.1. 


Border apprehension referrals are treated differently. If the Border apprehension date is 1998 or 
earlier, do a thorough search. If you cannot find a record, please close the case NR and add the 
following paragraph to your NR letter: 

“You may wish to contact Customs and Border Protection, WWW.CBP.GOV . Their website 
offers information on filing your FOIA request electronically. Please be sure to include dates 
and locations of any encounters. Please note they do not have complete records for incidents 
prior to 2000.” 

Note 1: If the request is for entry/exit, the date was prior to 1982 and you cannot locate a record, 
do not refer the case to CBP. Do a thorough search and then close NR. 

Note 2: If the request is for entry/exit information and the Requestor/subject provided an alien 
number, request the file. 

Entry exit / Departure information 
Copy of an 1-877 

Any reports or incidents at the airport. 

Copy of 1-94 card 
Arrests at the border 
Voluntary departures 
Border stops 

Note 3: If the request is for all records as well as a specific incident or entry, the request must 
state a specific incident, such as a time or place. If you do not find any record, you will then refer 
to ICE or CBP as needed. 

9.4 Border Patrol referral to CBP 

If you encounter a Border Patrol Request in Case Create, refer the case to CBP. This includes 
Border Patrol records relating to apprehension, entry without inspection (EWI), smuggled 
humans, mobile patrol group, voluntary return, repatriation, or checkpoints. For instructions on 
Referrals (RF) see Section 9.1 and Section 9.3 

Exception to this rule; if the Requestor provides an A-Number or you locate an A-Number 
through a search of the systems, please request the A-file. 

9.5 Deleted 
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9.6 Deleted 


10. DETERMINING TO STAFF BASED ON BEST 
INFORMATION AVAILABLE: 


If you determine that the Requestor has provided all the PII possible after performing the CIS 
9102 or 9106 and 9103 screen searches shown above, and there is only one person in the CIS 
9101 screen with the same information, please request the file. Create a Discussion explaining 
that you staffed based on best information available. The Discussion will alert the Case 
Processor. 

11. SOCIAL SECURITY NUMBER 

USCIS does not use Social Security numbers in the Freedom of Information/Privacy Act 
requests. Even if the alien disclosed his or her SSN in the request, do not enter that number on 
the FIPS worksheet. We will not request the Social Security number when requesting additional 
documentation. 

12. REQUESTING THE RESPONSIVE RECORDS 

12.1 Resources 

If the Requestor provided adequate VOI, reasonable description of records, and certification of 
agreement if necessary, your next step is to request the records that are responsive to the request. 

How do you determine what records are responsive to the request? First, you have to read the 
request. Typically, the Requestor will ask for a complete copy of an alien file and they will 
provide an alien number. If this is the situation, you must verify in CIS that this alien number 
belongs to the subject. 

The Staffing Sheet Guide, the RPC Reference for Staffing and the FOIA FCO List are available 
on the FOIA Operations ECN intranet page to help you request the file. The web address is as 
follows: 

http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/Case%20Create%20Libra 

ry/Forms/AllItems.aspx 

12.2 FOIA Support Team 

If you are unsure about the proper way to create a file request, it is much better to ask a person in 
FST for guidance than to create a staffing based on a best guess. 
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12.3 Request for Alien File 


If the Requestor asked for Complete Alien File and provided an A-number, we will staff for that 
A-number only, unless 

• The number they provided was wrong, or 

• The A-number they gave us is for a file that has been lost for more than sixty days, or 

• The number they provided was between 80 million and 86,999,999, or 

• The number they provided was a 100 million series. 

12.4 Specific Documents 

If the Requestor is seeking specific documents, please make a Discussion in FIPS detailing what 
those documents are. You must also mention those specific documents in your acknowledgment 
letter to the Requestor, using language as close as practical to the Requestor’s words. You should 
never leave the words “Specific Doc Information” in your acknowledgment letter. 

12.5 Service Centers 

The Service Centers scan the responsive records into FIPS when they are the FCO for that file. 
Please see the Staffing Sheet Guide for more instructions on requesting these types of Service 
Center files. 

12.6 Best Available Information 

If the Requestor did not provide an alien number or receipt number but did provide enough 
information to conduct a thorough search, you should search CIS, CLAIMS and possibly PCQS 
to determine the subject’s alien number or receipt number. In this situation, add a Discussion 
stating how you found the record and that you staffed on best available information. If you are 
unable to find a record, please refer to section 7.3 of this guide. 

12.7 S and W files 

We do not request “S” (substitute) or “W” (working) files unless instructed to by a 
supervisor/lead. After the creator has staffed for the appropriate files, the next and final step to 
case creation is to pend the case for the responsive records. 

12.8 RPC of RK 

If the file is located at COW with the Responsible Party Code (RPC) of RK, please create the case 
and refer it to ICE. Please insert a Discussion after you have created the case. The title of the 

146 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3659 



Discussion should read “File is at RK,” and there is no need to enter any further comment in that 
Discussion. 


General Inquiry For A30000001 


Status/Last Action 


Location 


A30000001 000 


COW I Status: 
Audit Date: 
Last Action: 


In Use 

05/09/2011 01:55:40 PM 
05/09/2011 01:55:40 PM Batch Audit 


Sect! RK - Adjudications 
Resp: 01 17 - Adjudication I 


- - 0117 


12.9 RMOB Program 

If the file is located at NRC with the Responsible Party Code (RPC) of MD 2100 through MD 2221, 
please create the case and refer it to ICE. Please insert a Discussion after you have created the case. 
The title of the Discussion should read “RMOB Program,” and there is no need to enter any further 
comment in that discussion. 


General Inquiry For A3Q00000Q1 

File # ^ SeqTofficel Status/Last Action § Location 


A300000001 000 NRC Status: INTERNAL ACTIVE REQUESTED Sect: MD - ADMINISTRATION 

Audit Date: 12/21/2012 12:08:50 PM Resp: 2100- MD2100-RMOB Program f 

Last Action: 12/21/2012 12:08:50 PM Batch Audit | 


12.10 FOIA Safe 

If you see an RPC of “ZW” in NFTS; that indicates the file is classified. Staff the file to the 
current FCO. In the example below, you would create one staffing to MSC/NBC and one staffing 
to NOR. If you see an RPC code ZW and the Office is NRC, you should staff: FOIA Safe. 
Whenever you see a file location ZW, always check the Comments - see the examples below: 


; General Inquiry For A00OOG0OOO 


Status/Last Action 


Location 


AOOOOOOOOO 000 


l NBC | Status: AVAILABLE IN RECORDS 

Audit Date: 07/25/201 3 05:32:17 PM 

Last Action: 07/25/2013 05:32:17 PM Audit 


| Sect: AC-MAINFILEROOM 
Resp: 0167 - AC167 MAIN FILEROOM i 


T000000000 iOOO 


j; NOR : Status: EXTERNAL ACTIVE REQUESTED 

Audit Date: 07/12/2013 02:19:46 PM 


Sect: 

Resp: 


ZW- CLASSIFIED SAFE 
0304 -CLASSIFIED SAFE 
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1111111111111111111 

Comment Inquiry For: AOOOOOOOOO \\ i 

' "File#" " p 

SSI 



I Name 1 

Comment Text f 

AOOOOOOOOO 

000 

01/23/2012 ; 
11:05:18 AM ;i 

NOR 

PADDY 

O’FURNITURE : 

A & T file can't be combined because Temp file is classified 

AOOOOOOOOO 

o 

o 

o 


NOR 

: 




12/13/2011 


CIS 

^ x | i n , gl ti ( j t • , 



38:35:47 AM 


INTERFACE : 

Request canceled after fourth pull ticket print. 

AOOOOOOOOO 

000 






ESC 





06/08/201 1 : 
03:27:29 PM 


BEA O. 

PROBLEM : 

CANCELLED PER NOR REQUEST 

iiooooooooo; 

000 

08/11/2011 
02:15:05 PM ; 

NOR 

CIS 

INTERFACE i 

Request canceled after fourth pull ticket print. 

TOOOOOOOOO 

000 

04/28/2011 : 
02:52:11 PM 

NBC 

HELENA. 
HANDBASKET i 

A positive Name Check Response exists on the Homeland 
Secure Data Network (HSDN). Be sure to retrieve and review this ; 
document prior to taking any adjudicative action. For assistance, ; 
e-mail ’NBC LHM' 

o 

o 

o 

o 

o 

o 

o 

o 

o 

I- 

lH 

o 

o 

07/20/2012 | 
11:14:05 AM | 

NOR 

LONN MOORE | 

A positive Name Check Response (LHM) exists on the 
Homeland Secure Data Network (HSDN). The LHM should be 
reviewed prior to adjudication. To retrieve this LHM, contact 
jNBC's FBI Name Check Team via e-mail address 'NBC LHM'. 

TOOOOOOOOO 

001 

j 08/11/2011 | 

02:15:05 PM :I 

I NOR ; 

CIS 

INTERFACE ;! 

Request canceled after fourth pull ticket print. 

TOOOOOOOOO 

001 

05 / 06/2011 ; 

10:13:21 AM jj 

NOR ; 

| PADDY I! 
O’FURNITURE :! 

mel has a carrp t-file in her office 


Though you will create the case normally and still staff for the file at its location, you will also 
email the NRC, FOIA Safe mailbox (copy your supervisor), providing the case number and the 
name of the subject of the request, stating that the case shows the code ZW in NFTS. View the 
comments. If there is HSDN commentary (A positive Name Check Response (LHM) exists on 
the Homeland Secure Data Network (HSDN). The LHM should be reviewed prior to 
adjudication. To retrieve this LHM, contact NBC's FBI Name Check Team via e-mail address 
'NBC LHM'), please paste that into the e-mail. Create a discussion stating that you did send the 
email to NRC, FOIA Safe mailbox. 
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You may have an instance where NFTS shows an A and T-file at the same location, but only one 
of the files is classified. 


In a regular case, you would create one staffing for both files. 

However, classified and regular A (or T) files are most often sent to us at separate time frames. 
Therefore you’ll need to create two separate stafifings for the same location. 

In the example below, you would create two staffings, both to KND. 


Fite# Seq Office 


i OefierNtl liiiiciuifiy I 


A02000000 


000 


KND 


Status: AVAILABLE IN RECORDS 

t udit Date: 10/20/2009 10:28:19 AM 
ast Action: 10/20/2011 10:28:19AM Batch Audit 


Location 


Sect: ZW - Classified Files 
iResp: 0 - Classified Files 


T02000000 


000 


KND 


Status: RECORD IN USE 


Sect: NC - Decisional 


Audit Date: 10/09/2009 08:04:13 AM RResp: 00 - N-400 


Last: Action: 10/09/201 0 08:04:1 3 AM Batch Audit 


If you pull a case that has a FOIA Safe staffing you should NEVER cancel the file request. If 
the staffing request is overdue you will need to review the due date and re-pend. See section 33, 
Re-pend Cases in Records Locator Queue. 

12.11 Pend Destruct 

Do not staff for a receipt if the responsible party is “PEND DESTRUCT.” If you find a receipt 
file, but NFTS shows it is in “PEND DESTRUCT,” depending on the type of request, you may 
simply be staffing for the A-file and disregarding the receipt or you may be printing the 
electronic record from PCQS and creating a RAF ACS staffing for those pages. If you are unsure, 
please consult a supervisor. 



12.12 Staffing by Alien Number 

12.12.1 One A-Number provided on the request (with example staffing) 

If an A-Number is provided on the request and CIS confirms that it belongs to the alien, ensure 
you have all the other required elements (DOB, place of birth, name, mailing address and 
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signature under perjury or notarized) to complete the case create. If any of the required elements 
are missing, we will close the case FC under normal circumstances. Please refer to section 16b, 
FC (failure to comply) CASE CLOSINGS of this guide. The section that follows is a 
systematic example of staffing by A-Number when the Requestor has provided one. 
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12.12.1.2 Submit your location 
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12.12.1.3 Select “Inquiry” 
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12.12.1.4 Select “ALL Converted Offices” and enter “A” or a “+” then enter the 
A-Number. Preferably, paste the copied number from CIS so you are sure you are 
asking for the correct file. 
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12.12.1.5 The search result provides several pieces of information. First, we can 
verify from CIS that the File Control Office (FCO) is Seattle. The Responsible Party 
Code (RPC) is DP0064, and it tells us that DP means Deportation. Do you see the four 
boxes above the “Exit” button? Those are “Rider,” “Consolidation,” “Retire,” and “In 
Transit.” If any one of those is “grayed out,” it means there is no information there. If 
one is “blued in,” it means there is information and we should look at it. 
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12.12.1.6 “Blued in” information 


A. If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC or RDF if it was retired at RDF. If the Center in the 
Accession Data is other than the Kansas City area, staff to Non-FOIA for the FCO. 
Release 6. 1 . 1 .0 of NFTS expanded the Kansas City FRC to three locations - Lee’s 
Summit, Lenexa and North Kansas City. All three of those locations are FRC staffings 
unless the file is digitized. 

B. For any FRC other than those three locations, you should create a Non-FOIA staffing to 
the FCO listed under “Office.” It can be confusing. Please refer to the example at the 
bottom of this section, in which you would staff to Non-FOIA Office, BAL. 

C. If “In Transit” had been blued in, it would have been important. We would have staffed 
to the receiving FCO. 

D. If “Consolidation” had been blued in, it would have been important. We would have 
checked to make sure our file is the “survivor” and not the consolidated file. 

E. “Rider” could be important to the case processor, but it has nothing to do with how we 
request this file. 

F. If “Request” is blued in, it does not change how we staff for the file. In this situation, we 
have to create a staffing for where the file is. 

G. Comments may be important because a File Control Office may not be able to change a 
file location to “LOST” in NFTS. When that happens, the records person at the FCO will 
notate in Comments that the file is lost. If that is the situation, please refer to the Lost File 
Flowchart in Appendix H of this guide. 

Example - the file below is retired to the Washington FRC, but you should not staff to WAS. 

The FCO is BAL, so you should staff to Non-FOIA Office, BAL. The same principle applies if 
a file is retired to the SFR FRC - if the FCO is LVG, then you should staff to Non-FOIA Office, 
LVG, and paste in the screen shot of the Retired Inquiry. 


Staffed to: 

REQUESTED FILE 

Ofttfic Cade; MRC CoatraJ ftaufom H8O01 30 Bate; 1 2, 20 S3 

Alien Ntraitert & Sabjeefc 
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12.12.1.7 The FOIA Operations Division Intranet Page 

An RPC beginning with “DP” should be easy because NFTS usually shows right beside it that it 
means “Deportation.” Sometimes an RPC prefix can be important and it’s not obvious right 
away. A file could be available in records at NRC on shelf DP - and that is not an ICE staffing. 
Sometimes it is not clear. If that’s the situation, we need to look at the FCO List, the Staffing 
Sheet Guide and the RPC Reference Guide. Those are available at the following address: 

http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/Case%20Create%20Libra 

ry/Forms/AllItems.aspx 
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12.12.1.8 The RPC Reference Guide says that no matter what the FCO is, if the RPC starts 
with DP, we staff to DRO. That is ordinarily true, and NFTS will usually say DP-Deportation, 
so you will have no doubt. Ordinarily, DP means Deportation, and the Staffing column says to 
staff to DRO. SAC, RAC, ASAC, DRO and OPLA are all ICE functions. That’s important for 
staffing. When you staff for any file that is for one of the ICE functions, be sure to change the 
Bureau to ICE and click Save. 




; File: : Edit ; • Goto; ; Favorites ; Help; ; 

:;_v ; A/ •:•*! f'j; : Search . /Favorites $/'■ y : :^ 

•:$ http://ors.uscis.dhs.gov/nrc/pdf/FCOList.pdf 

■ C . # # U” / e : : . * f 120%' N ; ; ; • A f.' 


ft;, % : ' 4 ; CIS Home Google Ops Page Time 

M vfk So 


OAFoia\FOiA USRARV\Case Create References\Case Crests Template Lstters\Case Create References\F01A 

FCO List 3 31 2010 


RPC REFERENCE FOR STAFFING - Updated 3/31/10 



FCO 

Codes 

Description 

Staffing 

Notes or Exceptions 

ALL 


Adjudications 

non - FOIA 


ALL 


Airports 

non - FOIA 

are Border Patrol 

ALL 


Anti Fraud 

non - FOIA 


ALL 


Anti Smuggling 

SAC 'RAC? 
ASAC 


ALL 


Chief Counsel 

OPLA 


ALL 

CAP 

Criminal Alien Program 

DRO 


ALL 

D : i 

Deferred inspection 

non - FOIA 

Border Patrol function 

ALL 

DP 

Deportation 

DRO 


ALL 


Detained 

DEC 

if Co. Jails.. Prisons and 
Processing Centers. 

ALL 

D&fi 

Detention and Removal 

DRO 


ALL 


Detention Facility Name 

DRC 

This includes Co. Jails, 
Prisons and Processing 
Centers. 

ALL 


District Counsel 

OPLA 


ALL 

EX 

Examination 

non - FOIA 


ALL 

FD 

Fraud detection (FDNS) 

non - FOIA 
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12.12.1.9 The FCO List 


From NFTS we know that the FCO is Seattle. We should check to be sure that if the FCO is 
SEA that we staff to SEA. It’s not always intuitive. For example, you can see that we staff SEA 
to SEA, but you can also see that if the FCO is LAW we staff to BOS. 
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12.12.1.10 Figuring out a Staffing Scenario 


The Guide confirms what we thought. If we staff to DRO, then we choose the FCO where the 
file is located. We’re going to look for DRO-SEA. Note that the quickest way to find the 
information is by searching “DRO.” I could have also gone to the table of contents and looked 
under Staffing Scenarios. If I ever have a doubt, I go talk with FST, because if I staff it correctly 
the first time, FST won’t have to send it back to me and I won’t have to do it over. 
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12.12.1.11 Generate the file request 


Go to the “Tasks” tab and click on “Create File Request.” 


FIPS Training feiiild 06 

-Work Queries Actions 

Standalone search 

Processing tee- Information 


A- Number 1 0123-45578 W. 0 EDMS 




GohhAadn Staffing SliAet 


■ABAC 

•'•'•■•'•'•'•'•'•'•'•'•■•rv: : : '•.> No staffing Lette r 


::: AS AC Elaine ’A" A 

vv> Customize Letter 


:: AS AC Calesko CA 

Li File MissingyLcst 


1: A SAC charlotte WC 



A A SAC Cleveland CH 



ASA C Douglas AZ 



: :: AS AC Ft Lauderdale FL 



:: ASAC Harlingen Tk 

>kv: 


Location Address 

•'•'• v ' v ' v ' v ' v - v - v Office 0>»1<kA 
Name y 



Email 



CC tfiia;! : : 



: : I Cancel 1 


Contents Distirfsjcns 

Case Actions y History 


task 

Stafius 


• Search fw Su&foste- Ssses 



Greats Additional Cases 

Not Started 


Greats Fils Request 

Not Started 


Acknowledgement Letter 

Hoi Started 


Final Action Letter 

Hot Started 


Specialty Letter 

Hot Started 


1 Status Letter 

Not Started 


Blank Letter 

Hot Started 


Interest Letter 

Hoi Started 


Expedited Denial Letter 

Hot Started 


•1 Recorcs Locator ;j Cass Processor 

ji Case Approver : : J : Unit Chief (j : Up-front Appro , sc 

fl.Fend | Reassign. Grice ji Send :t 


Page 1 of 2 60.5% Viewing version: I 


Make sure the button marked “Customize Letter” is selected. The file is not missing or lost, so 
we won’t check that box. We know the file is at DRO Seattle, so we will scroll down “Staff 
Request To” until we find it. You may save time by knowing what to type. Typing “DRO” will 
take us to the DRO list. If you had typed “SEA,” it would have taken you to Non-FOIA Office, 
Seattle. If you had typed “SEAT,” it would have taken you to Seattle OPLA. The “Request 
File” button may stay “grayed out” after you click on the office you want (see the example 
above). If that ever happens, click on an office you do not want, then click back on the office 
you do want, and “Request File” will not be grayed out anymore (see the example below). 
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12.12.1.12 FIPS - Staffing Request dialog box 

We will scroll down the DRO list until we get to SEA, select it and then click Request File: 


Processing Fee Information 


JV-N timber i_012?45678 v 


EDMS 


DRO - POM 

DRO - POO 

DRO - PRO 

DRO - REN Rene 

DRO - SAC Sacramento 

DRO - SAJ San Juan PR 

mmmasasm 

DRO - SFR San Francisco 


Atidfesis 


DRO - sEA Seattle 
Deoortaticn Asst. 
206-335-0061 


Generates 

; @ No Staffing Letter 
$ Customize Letter 
■j □ File Mis sing/ Lost 


• ^Request To Staff] : 

WmtMM ' : : : : : : : x : : : ' 


fsiame : Wong 

Email j 

CC Email i ■ 


[ Request File j [ Cancel 


Contents 2:i sens sjo ns 

Case Actions 

:::T8£k':- 

Status 

■j =3 i £< : ( o< uiiv-n: C3cc wd r rz-3. 


Create Additional Cases 

Not Started 

Create Fils Request 

Not Started 

Ackno vde dgeme nt L etter 

Not Started 

Final Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status: Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited: Denial Letter 

Not Started 


His to tv i 


lj Records Locator j j Case Processor j: Case Approver j Pend j | Reassign Office j j Sen 

Page 1 of 2 80, 5% Viewing version : 1 
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12.12.1.13 Create the customized staffing letter 


After that, we get a message that says “Successfully generated letter Staffing Letter - ICE PDF.” 
The File Save screen will appear and you click the Save button and then move to the “Contents” 
tab. Click on the Staffing Letter and select “Edit (Check Out)” 



Discussions : 

Case Actions History 




i|j| Responsive Retards 
H Staffing Response 


5 Pending 

4 Pending 

DRO - SEA Seattle 
DRO - SEA Seattle 

0123456/8 
0 1234567 S 

1 2/3/20 1G 8:28:17 AM 
12/3/20 10 8:28:17 AM 

i£j Staffing Letter * ICE 

MR 

: :v3 :::v : ::: : : 

0R<& StA Seattle 


1 273/20 1G 8:28:17 AM 

View 

leUit • Cheek Oatj 

31 

2 4 Scanned 

1 2 Scanned 



1 1/5/20 10 8:32:47 AM 
11/5/2010 8:32:45 AM 


Manage Document 


Reserve (Lock) i 

Oiiwnfciad -File jj 

Send to Print Queue 
Cancel Letter \ 


; Records Locator ;{ ” Case Approver jf Uni [chief i[ Up^ronc rover ;] Pend jj Reassign Office Jj Send 

Page 1 of 2 80.5% Viewing version: 1 
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As soon as I clicked “SAVE,” FIPS opened the staffing letter for me in Word. 






mm 


gKjji Mi ;; Insert ; -P^rmat Tools Tafcfc Window Help 
Z<4 &- Normal jUTimes New Roman v. 11 :* : .i ; .B . I • :.•$£.•: 

wmmm* ••■'■•• i ■ ■ ■ ' ■ • ■ 2 - • ”'■' v • • • 3 


11 ,, 


3SK : 3S? : S3S i :%£[: : ■ Zf& Z& : W A : :_ 

•— - rrr t-Tv • • <' ▼ T 

• • 4 • • ■ 1 ■ • ■ 5 ■ • • 1 • • 6 


,,M[ 100 % 



December 3, 2010 

MEMORANDUM FOR. 

DRO ■ SEA Seattle 

(b)(6) TlrimiU.tuin A^t 


UN Depw1fn«RE <rf Hwnd:<«d SwavUy 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


U.S, Citizenship 
and Immigration 
Services 


NRC201000«S0(. 


FROM: 


ATTN. Bonlv Wo 112 


NRC FOIAPA 


= b [p 
Draw* 
Page 1 


SUBJECT Freedom of Information Fiiva cy Act Request NRC201 0000806 

Alien = 01234567S 
Subject Name : Chris P. Bacon 

The attached FOIA PA request is forw aided to your office for action Due to the subject matter, there is a 

high probability your office will hav e record? responsive to the request 

■ Please conduct a thoiough search for all responsive records physically m. and within the functional 
purview of your office. 

• Send a copy of all responsive documents to the FOIA office in then’ entirety. DO NOT MAKE 
REDACTIONS. 

• Bracket any documents or portions thereof that you believe should be withheld. Please include a brief 
explanation foi your action. The FOIA Staff will not release those items so indicated without 
further discussion with von. 


Should you need other assistance oj believe this request should be staffed to anothei office, please 

3 S3 . . . . . . . . . . . . . . . . . . . , . . . . , . . , . . . . , . . . . . . . . . . : 

Sec 1 1/2 At 4" Ln 23 Col 19 v.-'-;. English: (U.S. 
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Go to the end of the letter and position your blinking cursor below the word “Attachments.” 
Next, we go back to NFTS and copy the location information. 
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12.12.1.14 Put the staffing information in the staffing letter 

Right-click somewhere in the gray area below “General Inquiry.” You will get a drop-down 
dialog box. Highlight the whole area, then right-click and select “Copy.” Now we will paste the 
information into the staffing letter. 
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• & Chs^e ViforhiscU 
vi*w Sj$uis itfjSfo 


Mi i mM ji i ' j i I 

; ■ 8p#rch to Ml. Converted Offices? IjSeerch for CM v 8p»<Jttetl Prefix ? 

; inimm&timi ms\0rp4 ms m after ; 


.... 






zm 



Higlilight tliis whole area, right-click and select Copy. 


#iDon* 


Local 
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Immediately after pasting, we notice that the result is imperfect and we will have to repair it 
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(b)(6) 


Left-click and highlight everything in the center column, starting at Status/Last Action, then 
press Delete. 


Title 


Telephone 


Attachments^) 






SEA : : j! ' : ' "A" - ' - :: Sect: OP - OEPORTATK3M 

Mil OWK iMM Ftt i \ Res P : 0155 - BA SHELF TUKAAA 

& m A W M* : Nx “jtf'i: Afaft : 
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Next, highlight the whole area and change the font size to 12 
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Finally, we exit and save our work. We have successfully staffed for the A-file. The next 
thing we have to do is check the staffing letter back in. 
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12.12.1.15 Save changes and check it back in 

Click on the “Contents” tab and wait for it to refresh. You will then see a box icon that 
looks like a 3.5 inch disk to the right of the notepad icon. A single click on that will check your 
document in. If you do not see the box icon, click the contents tab again to refresh, and it will 
appear. Alternatively, you may click on the icon that looks like a notepad beside “Staffing 
Letter” and wait for the drop down box. You can then move to “Save Changes (Check In).” The 
screen shot below shows the person clicked on the notepad and waited for the drop-down box. 

In this example, when the drop-down box appeared, the creator clicked on Save Changes (Check 
In). 
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Discussions Case Actions 

History 
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Documents 


Desktop 


My Computer 


My Network 
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;A : mlporter 
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■A java 

® Global 360_updown_version 

a Application Data 

#NRC20 100005 1 1_6 .REFERRAL 

0 Desktop 

H]NRC20 100005 1 1_7_FA_PD 

> Favorites 

: 1]NRC20 1000080 2_3_ONE_P AGE 

ALDClient 

H|NRC20 1000080 2_6_AK_FOI A 

L Local Settings 

1]NRC20 10000804 3 FA RF 

A My Documents 

1SNRC20 10000804_4_REFERRAL_AGENCY 

#My Recent Documents 

*1nRC2010000806_3_STAFFING_PDF_ICE 

ANetHood 

A/NTUSER 

A Oracle Jar Cache 
APrintHood 
ASencfTo 
A Start Menu 

A: ntuser.dat 

ATern plates 
B eistream upload 

Click 


Filename: 
Files of type: 


Open 


\ All files 

5 Open as read-only : 


Cancel 
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After this, send the case to “Pend.” If you are staffing for a file, you will always click 
“Pend.” 

12.12.1.16 Highlight the Correct File for Scanning 

Section 12.18.11, T-files, tells you never to crop the NFTS screen print. 

However, if your screen print has more than one file, and you are requesting files from different 
locations, it can pose a problem for the contractor. 

How will the contractor know which file(s) to scan? We have to make the correct file stand out 
to erase any doubt. 

Consider the screen print example below. Here we have an A file and a T file at different 
locations. You will require two separate staffings, one to Dallas, the other to Miami - DRO 
(ICE). 

(b)(6) 



171 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3684 



First, we will staff for Dallas. You find DAL under the Non FOIA section; click Request File, 
and the staffing sheet pops up. Next, highlight the DAL A-number, bold and increase the size to 
10-font. 


u 



SB 



(b)(6) AO 


) 

DAL 

Status- AVAILABLE M RECORDS 

Sect: RC - RECORDS SECTION 





Audit Date: mmim 08:18:38 AM 

M13 - RECORDS GENERAL FILES 





Last Action. 03/08/2014 08: 18,38 AM Transfer In 


7 



11 

Status; RECORD M USE 

Sect DP - DEPORTATION UNIT 





Audit Da^: 12/QL2G14 02 45:58 PM 

mm tww -m marshal referal 





Last Action:. 12/07/2914 32.45,58 PM Batch Audit 
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The first of your two staffing letters should look like this: 

Staffed to: DAL 
REQUESTED FILE 

Office Code: NRC Control Number: NRC2Q1 5000000 Date: June 4, 2015 


Alien Number: A piect: Happy G. 

(b)(6) 1 l J 


if 




At 


DAL 

Status: AVAILABLE IN RECORDS 

Sect: RC - RECORDS SECTION 




Audit Dele: OB: 18: 38 AM 

mm W3 : - RECORDS GENERAL FILES 




L ast Act! o n ; 99W20 14 0 8: 1 8 38 AM; T fans f er In 




ma 

Status; RECORD IN OS E 

Sect; DF - DEPORTATION UNIT 




Audit: Date:: : 12i $ 1/.2Q14 02:45. 56 PM : : : 

Last Action; 12.W2814 02:45 58 PM Batch Audit 

fa.: 04G1 - US MARSHAL REEERAL 


Tim m toeerafy th&il (we) tm'eetmducteda thox&ugh .search iot tks&kms listed A«£5k md ik&iife: 



mvM not be located. 


Fdnted. Name 


Signature Dale 



Make sure nothing interferes with the barcode at the bottom of the page. Click and drag the “This 
is to certify. . .” section up and away from the barcode if you need to. 
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Now we will prepare the staffing sheet for Miami - DRO (ICE). 

Since this is an ICE staffing, the staffing sheet will be in letter format. Place the entire screen 
print just below the word “Attachments” but above the barcode. 

Highlight the MIA - DRO A-number, bold and increase the size to 10-font. 

Attached is additional information to be vised to reply to the requester, 

Art ached is our just ificaticn for withholding any responsive material. 

The followin g records system mmiher?titlc was search ; 

System Results 

Positive Negative 


I certify that I am responsible for the search of records conducted in my office encompassed by this 
request and the attached records were the only such documents: located in response to this request ... 

Signature 

Printed/! yped Name 

Title 


(b)(6) 


Telephone p 

I 

Attachments^ ) 


General Inquiry For Al 

Status/La&t Action 



DAL 


SMus: AVAILABLE M RECORDS 
[Audit Date: 03/58/2514 08: 16 38 m 
Las? Action: 0S/DS/2014 08: 1 8- 38 AM Transfer in 


.Sect RC - RECORDS SECTION 
fa?: 0013 - RECORDS GENERAL FILES 


Status: RECORD M USE L///////:///// 
Mb* Oete: 12/01*2514 02:45 58 PM 
Last Action: 12;01;20i4 02 :45.5s- PM Batch Audit 


Sect DR - DEPORTATION tMT 
tep; 0401 - US MARSHAL REFERRAL 


174 

WARNING: Tliis guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3687 



If your screen print is too large to fit between “Attachments” and the barcode, place the 
cursor before the screen print and then click “Ctrl + Enter.” This will move your screen print 
to the next page. 


12.12.2 Two or more A-Numbers 

Multiple unconsolidated A-Numbers - If the Requestor has provided more than one A-Number, 
you must research CIS for each A-Number to determine if they relate to the subject. If the 
subject has multiple A-Numbers, you will create one case and do multiple staffings. When you 
are required to request two or more unconsolidated A-files, the individual file request must 
include the words “MULTIPLE STAFFINGS” near the center of the page on the FIPS staffing 
sheet, or if it is a letter format, on the first page, just under the address. Do not confuse this with 
the subject of the file having an “A” file and a “T” file. The alien numbers must refer to 
different unconsolidated A-files and relate to the subject of the request if you are to mark it 
“MULTIPLE STAFFINGS.” 

Important note: If one of the files you are requesting is located at RAF ACS/CIS, FRC or one 
of the Service Centers, request those alien numbers first. These locations produce the file faster 
than other offices. FST will not know to pull the staffing letters for follow-up unless you noted 
“Multiple Staffing” on the sheet. 

If the alien has multiple unconsolidated A-Numbers and the files are both located at the NRC, 
please add them to the spreadsheet that Records Operations maintains at 
Q:/Govemment_Contractor Shared Folder/files to consolidate.xls You are responsible for 
entering the alien numbers of the files that may possibly need consolidation. Records Operations 
will review the files and consolidate if necessary. If both files are not at NRC, do not add the 
information to the spreadsheet. 

12.12.3 Consolidated A-Numbers 

If the alien has a consolidated A-Number, then please enter only the lead (or surviving) A- 
Number on the worksheet in FIPS and request that file. Consolidated A-Numbers are reflected 
in CIS on the 9101 screen, under the section titled “Consolidated A-Nos”. The A-Number listed 
first is the primary A-Number; the other A-Numbers listed below the primary have been 
consolidated into the primary number. 

Note: please do not add consolidated A-Numbers to the “files to consolidate” spreadsheet. 
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12.12.4 Empty Jackets 


General Inquiry For A300000000 


A30000000 


000 


Status/Last Action 


Location 


HAV 


Status: EMPTY JACKET 

Audit Date: 05/09/201 0 01 :55:40 PM 

Last Action: 05/09/2010 01 :55:40 PM Batch Audit 


Sect: ADJ - Adjudications 
Resp: 0000 - Adjudication II - - 0000 


If NFTS indicates the file as an “Empty Jacket,” you will normally not create a file request. The 
only time you ever staff for an empty jacket is if the FCO is HAV. If you are unsure, please 
contact FST. If the FCO is not Havana, and the only A-number you found is an empty jacket, 
your next step is probably to conduct a no records search, depending on the situation (No Record 
instruction is at Section 12. 18.6). If you found a receipt file, please refer to Section 12. 18. 12. 


12.13 Border crossing card number 

If the alien number provided by the Requestor is an 80,000,000 through 86,999,999 series 
number, it is a Border Crossing Card number. Even though you can research this number in CIS, 
there is no physical A-file associated with these types of numbers. Please research CIS, PCQS 
and CLAIMS to see if there are any other A-files/receipt files associated with this alien, because 
you will staff for those files, if you find any. 

Sometimes a person has no other record than a Border Crossing Card, and you will know this 
because the only record you can find for that person is an alien number between 80,000,000 and 
86,999,999. If that is the only record you are able to find, select Category OTHER, then do the 
following: 

a. Create the case. 

b. If you have access to PCQS, search PCQS and print any data you find. It is better to 
provide PCQS screen prints, so if you do not have access to PCQS, please locate a 
person who has PCQS to print those screens. If that is not possible, search and print 
CIS screens 9101, 9101-history (F8), 9222 and 9223. 

c. Prepare the screen prints for scanning into this slot as responsive records. Please 
attach a “Scan As” sheet and mark it as “Responsive Records” with the screen prints 
to be scanned, and then take the responsive records to the designated person. (The 
current designated person will be posted by FOIA Operations on the ECN page.) 

d. Open a RAF ACS (not RAF ACS/CIS) staffing slot. Make sure “Customize Letter” is 
selected. You do not have to modify the staffing letter. 

e. Prepare a discussion explaining what you did, prepare any correspondence, and then 
pend the case. 
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Note: Alien numbers from 87,000,000 through 87,999,999 are not Border Crossing Card 

Numbers; they are general alien numbers and have corresponding A-files. 


12.14 EAD numbers (100,000,000 through 199,999,999) 

If the alien number provided by the Requestor is 100,000,000 through 199,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to sections 12. 16 and 12. 1 8. 12.3 for additional information. If 
the receipt has been destroyed, follow instructions in 12.18.14. 

12.15 New alien numbers (300,300,000 through 300,322,501) 

As of June 2009, the range of numbers 300,300,000 through 300,322,501 are being used as 
general A-file numbers. 

12.16 Receipt numbers 

Receipt numbers are comprised of the three-letter office code, followed by a 10-digit number. 
Receipt numbers are assigned to applications and petitions filed with the Service, such as Form I- 
765, Employment Authorization applications and Form 1-130, Petition for Alien Relative. If the 
Requestor provides a receipt number on their request, log into CLAIMS or PCQS and verify the 
information. 

If the Requestor provides only a receipt number, and that receipt number is from a service center, 
then we need to request the receipt file. Enter the receipt information into the Topic field. Make 
the first part of the description the receipt file number. Use the complete receipt number with no 
spaces or dashes. 

Example of the correct way: EAC08 12345678 
An example of how NOT to do it: EAC-08-123-45678 

If every case creator enters receipt information the same way, it is easier for the next case creator 
to identify duplicate or similar cases. The next case creator may base the search on 
“EAC08 1234567%,” and if the previous case creator entered dashes, the search will not identify 
the duplicate. 

Do not request receipt files with a prefix from other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). District offices issue work 
authorizations, but we cannot request those. For instance, you cannot request receipt number 
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(b)(6) 


no matter where it is. However, if you find an unconsolidated receipt file 
and it is at LOS, you can request it. 


A receipt could be either an application or a petition. For example, Form 1-90 is an Application 
to Replace Permanent Resident Card. The applicant is requesting a benefit for himself or herself. 
Form 1-360 is a Petition for Amerasian, Widow(er), or Special Immigrant. It is a “self-petition.” 
With form 1-360, the petitioner and the beneficiary are the same person and so VOI and consent 
requirements are the same as for an A-file. 

With many other petitions, the “petitioner” and the “beneficiary” are not the same person. That 
petition will always belong to both parties - both the petitioner and the beneficiary, except that 
sometimes the petition has been consolidated into another Privacy Act record: the beneficiary’s 
file. The Alien File is stored and retrieved by a unique identifier belonging to only one person: 
the subject of record (SOR). We need SOR consent to open the A-file, even though the A-file 
could contain information that belongs to another person. 

The following is a list of petitions in which the petitioner and the beneficiary are not the same 
person: 


I-129F 

Petition for Alien Fiance(e) 

1-130 

Petition for Alien Relative 

1-140 

Immigrant Petition for Alien Worker 

1-600 

Petition to Classify Orphan as an Immediate Relative 

1-730 

Refugee/Asylee Relative Petition 

1-800 

Petition to Classify Convention Adoptee as an Immediate Relative 


If you discover that the petition is consolidated into the beneficiary’s file, and you do have 
consent from the beneficiary, you must change the name of the subject in FIPS to the 
beneficiary. The beneficiary’s A-number goes in the A-number field, even if the Requestor 
entered the petitioner’s A-number on the G-639. We must address any correspondence about 
that petition citing the beneficiary as the “subject of record” or the “records’ subject.” This is 
legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record in order to staff for 
the record. 

If the petition is consolidated into the beneficiary’s file, and you do not have consent from the 
beneficiary, you will close the case as Total Denial and include the following blurb as the second 
sentence in the first paragraph of the TD letter: 

“It is the policy of USCIS to file any adjudicated petitions, such as 
the Form I-129F or Form 1-130 in the beneficiary’s record after 
issuance of a visa. Beneficiary consent is required to obtain any 
petitions from their record.” 
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This is legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record. If we are staffing 
the subject of record’s A-file, and if the Requestor is not the same person as the subject of 
record \ then we need certification of agreement from the subject of record. 

If the petition has not been consolidated into the beneficiary’s A-file, whether the petitioner or 
the beneficiary is the Requestor, we may staff for it. In this situation, we list the subject of 
record the way it is listed in the request letter, whether the petitioner or the beneficiary. 

PCQS or CLAIMS screen-prints usually would not provide the Requestor with the information 
he or she is requesting, because the Requestor is asking for a copy of the file. Rarely, a 
petitioner may only need a particular piece of information, such as proof of filing to prove 
Section 245i eligibility. If that is the situation, and we have the petitioner’s VOI (and 
certification of agreement, if necessary) then you should provide those screen-prints with a 
RAF ACS staffing. This is not usually what happens, so providing screen prints is an exception, 
not the rule. 

• If the Requestor wants a copy of a petition or supporting document, 

• and the petition has been consolidated into the beneficiary’s A-file, 

• and the Requestor did not provide certification of agreement from the beneficiary, 

• close the case TD. 

When the Requestor needs a copy of a petition or supporting documents: 


Unconsolidated 

Petitioner 

Staff for the petition. 

Unconsolidated 

Beneficiary 

Staff for the petition. 

Beneficiary’s File 

Petitioner 

Ensure the subj ect of record i s the 
beneficiary. Ensure the A-number 
entered is the beneficiary’s. 

We need either certification of 
agreement from the Beneficiary or we 
close the case TD. 

Beneficiary’s File 

Beneficiary 

Staff for the A-file. 

NVC 

Petitioner or Beneficiary 

If the receipt is located at the NVC, 
do not redirect to the NVC. Have the 
screen prints of the receipt scanned in 
as responsive records. Make sure the 
Track is TRACK 1 . Create the request 
using RAF ACS (not RAF AC S/CIS). 
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Find the information from the archived \ 
receipt in PCQS and print that 
information. Prepare a “Scan As” sheet \ 
to be scanned as responsive records for | 
the case number you have just created, 
attach it to the screen prints in OneNote \ 
and send an email to 
FOIAPROGRAM(a)uscis.dhs.gov On 
the subject line, put the control number j 
and the SOR’s name. Pend the case. 

Special Cases: 

NFTS shows petition has been destroyed in 
accordance with records retention schedule. 

Prepare RAFACS staffing. Provide screen 
prints from PCQS and provide NFTS 
history screen print showing it was 

HpcfTOVPfl 

Petitioner specifies “proof of filing,” or 
“status” AND the petition is consolidated into ;f 
beneficiary’s file AND petitioner does not 
provide certification of agreement from 
beneficiary. :;i 

Prepare RAFACS staffing. Provide screen 
prints from PCQS. j 

Petitioner specifies “proof of filing,” or 
“status” AND the petition is consolidated into 
beneficiary's file AND petitioner does provide : 
certification of agreement from beneficiary. 

Ensure the subject of record is the beneficiary. 
Ensure the A-number entered is the 
beneficiary’s. 

Staff for the beneficiary’s A-file. 

NFTS shows “Deleted.” 

First, check history in NFTS. If it shows 
transferred to NVC, do not redirect to the 
NVC. Have the screen prints scanned in as 
responsive records. Make sure the track is 
TRACE 1 . Create the request using RAFACS 
(not RAF ACS/CIS). Find the information from 
the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be 
scanned as responsive records for the case \ 

number you have just created, attach it to the 
screen prints in OneNote, and send an email to j 
F01APR0GR.AVI. NRC(tOuscis.dhs.<>ov On 


the subject line, put the control number and the \ 
SOR's name. j 

If they do not have it. prepare a RAFACS 
staffing. Provide screen prints from PCQS. 
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NFTS shows “No record of the receipt” 

NFTS shows the petition is at 1 IBG pending 
destruction. 

Look to see if there is information in the 
history. 

Prepare RAF ACS staffing. Provide screen 
prints from PCQS and provide NFTS history 
screen print showing it is pending destruction. 

NFTS shows the petition is at HBG, but the 
RPC starts with XX, XY, ZG, ZY, or ZZ. 

It’s digitized. Refer to the Staffing Sheet 
Guide. If unsure, consult FST. 


For receipt files at HBG, use the NON-FOIA HBG file request. Do not request DIG T-files at 
HBG with RPC codes XX, XY, ZG, ZY, or ZZ. Refer to the Staffing Sheet Guide for the most 
current information. 

12.17 Archives and Records Centers Information System (ARCIS) 

ARCIS is a new system used by the Federal Records Center (FRC) to track the location of retired 
files. The accession data is now 27 digits long. NFTS will not accept the accession data because 
of the length. Instead, you will see the word “ARCIS” in the location field in NFTS. 

When the case you are creating shows the file is located at FRC and you see the word “ARCIS” 
in the location field in NFTS, use the FRC file request and paste the retired screen from NFTS. 

Not all files located at the FRC will have “ARCIS” in the location field. For those files, continue 
to staff using the FRC file request and paste the retired screen print. 


12.18 Staffing Scenarios 
12.18.1 Digitized files 

If you are requesting an A-file that has been digitized please use the RDF file request. 

If the file has been digitized, the current FCO does not matter; you would still use the 
RDF file request. 

How do I tell if it is a digitized file? 

NFTS will show the “Location” of the file as either RDF or NRC. If the file location is 
NRC, you will see a red-letter banner stating “DIGITIZED ON . . . ” The screen print below is a 
sample of the NFTS screen. 
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The temptation may be to staff RAF AC S/CIS because the file shows available in records at 
NRC. Do not do that. If it shows “DIGITIZED,” then staff to RDF. Also include any T files 
you find in the General Inquiry screen. 


0 Search la ALL Converted Offices? ; 0 Search For ONLY Specified File Prefix? 
! S ho w i o ^ e nf erad m iafter i format of MM /: p&J YYYYi j 


© Hiitery j 

\ © Comments 

;! :© A: : 


i; © ConsEft Matfcm i; ii 

' ! 0 Xs.:;;;::::::?.:: 

© ; A 


& 'Retire : : • 

© U\ 

Q 




: A .v -v. : . 

fx?: Na : A: 

' \ Search j 

\ Clear 1 


Exit 


Paste in the “General Inquiry” information on the RDF staffing the same as you would on a 
RAF ACS/CIS staffing. Delete the status/action item column, but DO NOT delete any T- 
files. FST will know the file is digitized because you have staffed using an RDF file 
request. This also applies to Retired files that have been digitized. Do not use the retired screen 
on Retired digitized files. An example has been provided below. 






mm® 


mi 




mi 


: Av?*- : : : :: : j:' ; ; 

'■> ; A <>• MX \ vx-rA'A \A0 >:■> ? \i >x V '•My. X -M 
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: i+.-y. :■ N : Nxx::<x: j j: Sp— ; 

$:jws\x : : : : jtx» 
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Do not use the retired 
inquiry. 




#<<"*>-. JAAA 


Iwnt-K AAO 

: W£: Wx ' t* . >' &x : : 


MX®. i ?■ ; 'M '$&& W 


In the example above, you will have to make two staffmgs. Notice there is a T-file currently in 
use at OPLA San Francisco? That also changes the Category of the case to “SFR Cases at 


NRC.” 
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12.18.2 Files Lost or Not Found LESS THAN SIXTY DAYS (Flowchart at 

Appendix H) 

12.18.2.1 Verify that the A-file is lost less than sixty days in NFTS and CIS- 
9504. A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the 
section titled “File located IND.” Print the 9504 Screen print. 

12.18.2.2 Search and staff for any additional non-consolidated T-files or receipt 
files. If you find no related T-files or receipt files, input the lost A-Number into PCQS. 
Open a RAF ACS staffing slot and have the screen prints added as responsive records along 
with a CIS-9101 screen print. 

12.18.2.3 Do a search for any possible related A-files such as mother, father, sister, 
brother. Input into CIS 9101, two A-Numbers above and below the lost A-file. Print the 
screen prints and attach as a CSD. 

12.18.2.4 Complete the lost file worksheet. Fill out as much information as you 
can. Attach the lost file worksheet, the CIS 9101 screen prints, and the 9504 screen print 
as a CSD. 

12.18.2.5 Click “In Circular Search” and click Save. Staff using the Lost File at 

FCO; File request (include the FCO that shows the file is lost). Under “Create File 

Request” mark the box “File Missing/Lost”. Select Lost file at FCO: . Click request 

file. Modify the letter by attaching a copy of the 9504 screen. 

12.18.2.6 To determine a numerical value for days the file shows Not Found, you 
may refer to the Julian calendar in Appendix H of this guide. From NFTS General Inquiry, 
use the date of “Last Action” or from CIS 9504 use the Date FTI. Calculate the number of 
days remaining until the case reaches lost for sixty days and manually repend the lost A- 
file. If the number of lost days is more than 60, go to paragraph 12.7.3. For example: A- 
file shows Not Found in CIS for 35 days, 60 days - 35 days = 25 days remaining. You 
would set the new number of days to pend to 25. 

12.18.2.7 Generate the acknowledgment letter. Click add lost file paragraph. FIPS 
will insert the lost file paragraph right after the CD paragraph. 

12.18.2.8 Verify “In Circular Search” is still clicked. Include Discussion to note all 
systems searched and date the file was lost. You are done. 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

Additional Address Links for the Lost File Flow Charts 

• Case Create Template Letters folder of the FOIA Library 
O:\Foia\FOIA LIBRARY\Case Create References\Case Create References 

• Enterprise Collaboration, ECN Network /Case Create Library 
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http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/default.aspx 

When an A-file is lost, it will appear in NFTS as a “Lost File” in the Status/Last Action section 
of the General Inquiry screen. 


File Edit View Favorites fools Help 




'ABack ’■ A] LS i H Search CM Favorites i/Media Ur H 


Address |#j http : //nfts .use is .dhs .gov/nfts/fra meset .asp 


jj sfGo | Links 

7: "" 


General inquiry For A0917 


Mia 


ism 


Office 


Status/Last Action 


Location 


AQ917 


000 i SND ; Status: LOST FILE = Sect: RG - SNO RECORDS SEGTIWL 

last Action: 1 1/18/2004 12:56:50 PMjResp: 1000 - LOST FILE 
i : Lost File • i •: L •. • • • 


®Done 


intranet 


A lost file in CIS will appear in the CIS-9504 screen as “N (Not Found)” in the section titled 
“FILE LOCATED IND:” 


If the “Last Action” is more than sixty days ago, move to the next section of this guide. Files lost 
or not found MORE THAN SIXTY DAYS. 
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03 / 38/05 
09 : 15:36 

iR# : 091? NRME : , GLORIA DOB: 040919 


FCO CREATING SUB-FILE: 
SUB- FILE CREATION IND: 


DATE FIR: 04122002 <HKDDYYYY) 

DATE FTI : 04152002 
DATE FTC: 04162002 

PERSON/ACTION: CHU/BP 

!j YOU HAY REQUEST A DISPLAY OF ANOTHER A-FILE BY KEYING A DIFFERENT A- NUMBER. 
CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 

3270 


NUMOVR 


When the file appears lost in CIS 9504 and NFTS, Staff using the Lost File at FCO: file 

request (include the FCO that shows the file is lost). 

Exception: If the file shows lost in CIS-9504 and NFTS shows the file in use, request the file per 
the FCO in NFTS. 


Under “Create File Request” mark the box “File Missing/Lost”. 


ACCESSION NUMBER: 0000 
INS BOX NUMBER: 

REQUEST NUMBER: 

2ND REQUEST DATE: 

3RD REQUEST DATE: 





'2 Ete Edit Session Transfer program Options jflSndow Help 


yum 


wMmm 


fill FTD 
COMMAND : 


IMMIGRATION RND NATURALIZATION SERVICE 
CIS - FILE TRANSFER DISPLAY (FTD) 
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,•3. Click Request File 
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Not Started 
Not Started 
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Not Started 


:j rte<*r<k L*cater £ C3<<e Process 

Psge i of Z ■&>% Vks^vtfjSon: 1 


Cp-m'OOC A^OfOve:' i: P-20C :! Cffjv.0 :| Si- 


186 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3699 


(b)(6) 



Generate the acknowledgement letter. 
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Click Add Lost File 
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Click Generate Letter 




FIPS inserts the Lost File Paragraph right after the CD Paragraph: 
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Dcoi Dennis T office 


We received your request foi information relating to Gloria Diaz Hernandez oil December 06, 2010. 

Youi request is be mg handled under the provisions of the Freedom of Lifomiation Act (5 U S C. § 552). 

It has been assigned the following control number NRC2010000S08. Please cite tins number in all future 
correspondence about youi request. 

We respond to requests on a first- in, hist- out basis and on a multi-track system. Your request has been 
placed m the complex track (Track 2). You may wish to narrow your request to a specific document in 
order to be eligible fbi the faster track. To do so, please send a wntten request, identifying the specific 
document sought, to the address above. We will notify you if your r equest is placed in the simple h ack. 

Li accordance with Department of Homeland Security Regulations (<5 C.F.R. § 5.3(c)), your request is 
deemed to constitute an agr eement to pay any fees that may be chargeable up to $25.00. Fees may be 
charged for searching for records sought at the respective clerical, professional, and or manager ial lates of 
$4.00;$" r .l)0.'$ltK25 per quarter hour, and For duplication of copies at the rate of $.10 per copy The first 
100 copies and two hours of search time are not charged, and the remaining combined charges for search 
and duplication must exceed $14 00 befor e we will charge you any fees Most requests do not require any 
fees; however, if fees m excess of $25,00 are required, we will notify you beforehand. 

Tins office will be pr oviding yarn recor ds on a Compact Disc (CD \ for use on your personal computer. 
The CD is readable on all computers through the use of Adobe Acr obat software. A ver sion of Adobe 
Acr obat will be included on the CD Your records can be viewed on your computer screen and can be 
printed onto paper Only recor ds 15 pages or more ar e eligible for CD printing To r equest your 
responsive records on paper, please include your control number and write to the above address Attention 
FOI A/P A Officer, or fax them to (S16) 350-57)35. 

Based on the information you provided in youi request, we conducted a search of our records locator 
index system. Tins initial search indicated that tlie requested record is lost or missing As a result, we 
have asked the Recor ds office to initiate a lost/missing file search Tins process takes an unknown amount 
of tune, therefore, we request your understanding and patience Once the file is found, we will pr ocess 
and provide it to you. If the tile cannot be found, we will notify you of our findings 

USCIS no longer collects Social Security Numbers in connection with FOIA or PA requests When 
forwarding to us any documents related to youi request, please ensure an)' Social Security Numbers on 
the documents are blanked out or removed 


!: m B j ”• E 




•'£ V Sc; ... 




Page 1 Sec 1 1/2 ■ 


<&? 7 : SfcB. 7 *** 

. 2 • . .English .(US. .......... 


When the case create process is complete and the creator is ready to exit the case, click the 
“Pend.” 
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12.18.3 Files Lost or Not Found MORE THAN SIXTY DAYS (Flowchart at 

Appendix H) 

12.18.3.1 Verify that the A file is lost in both NFTS and CIS 9504. If either CIS 9504 or 
NFTS has a lost date less than 60 days, you must use the less than 60 day process. DO 
NOT staff for the A file. 

12.18.3.2 Search for any non-consolidated T-files and receipt files. If you find something, 
insert the following case note. “A-file number XXXXX is currently showing as lost. 
Staffed for the following files: XXXXXX. Once received, please review. Please also 
verify that the original a-file is still lost. Please process as a PD and advise the Requestor 
that the original a-file is lost.” Pend case for responsive records. You are done. 

12.18.3.3 If you do not locate any additional A-files, T-files or receipt files, input the lost 
A-Number into PCQS, open a RAF ACS slot, print all available screen prints and scan into 
case as responsive records. 

12.18.3.4 Complete the lost file worksheet. Fill out as much information as you can. This 
along with the screen prints helps prove that we conducted a duly diligent search, which 
becomes important if the Requestor appeals. 

12.18.3.5 Do a search for any possible related A-files such as mother, father, sister, brother. 
Input into CIS 9101, two A-Numbers above and below the Lost A-file. If you find any A- 
Files that may be related, insert the following case note and send to Unit Chief. “A- 
Number has the same last name as the subject. Possible related A-File. Sending to Unit 
Chief for further investigation.” A supervisor will review the case and send back with 
further instructions. 

12.18.3.6 If you do not find any related A-Files, print the CIS 9101 screen prints, CIS 9504 
Screen print, the 2 up and 2 down screen prints and the lost file worksheet. Have them 
scanned as CSD. 

12.18.3.7 Generate the Acknowledgement letter. Click “Add Lost File Paragraph” button 
so the lost file paragraph will be inserted into the ack letter. 

12.18.3.8 Include note to Case Processor: “A-file has been lost for more than 60 days. 

Unable to locate any additional A-files, T-files or receipt files and provided a copy of their 

electronic record. Please advise the Requestor that the original a-file is lost, but we have 

provided them an electronic copy of their record.” 

12.18.3.9 Pend the case for responsive records. 

12.18.3.10 Include in your Discussion all systems you checked and specify the date the file 
was lost in CIS and NFTS. 

Please note: this is NOT the procedure for a request for alien number only or for petitions 
destroyed in accordance with federal paperwork retention guidelines. 
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Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 

Additional Address Links for the Lost File Flow Charts 

• Case Create Template Letters folder of the FOIA Library 
O:\Foia\FOIA LffiRARY\Case Create References\Case Create References 

• Enterprise Collaboration, ECN Network /Case Create Library 
http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA_OPS/default.aspx 
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LOST FILE WORKSHEET 


NRC 

A-Number 

Name of Alien 

Date shown as Not Found in CIS 

Date shown as lost in NFTS 

1 . Search CIS for potential second A-Number and/or consolidation 

a. Second A-Number? 

b. AnyT-files? Yes No 

i. If yes, have they been staffed and scanned? If not, please do so now. 

c. Consolidated with? 

d. Does the EOIR screen show an upcoming hearing date? 

Yes No 


2. Check CLAIMS for petition/applications 

a. Were any found? Yes No 

b. If so, either provide screen prints with receipt number or list below 


3. Check NFTS. Any current file movement. Yes No 

4. Check PCQS for any indication that file is with the naturalization unit. 
NOTES: 
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12.18.4 Staffing FAQ’s 


0: What screen print do I attach? 

A: The screen prints attached are typically an NFTS screen. If the receipt is archived in 
CLAIMS and not found elsewhere, there is no screen print attached at all. See the 
Staffing Sheet Guide for current information. 

0: Which file request do I use? 

A: Each office has its own file request in FIPS. The Staffing Sheet Guide details which 
sheet to use in specific circumstances. 

Q: What if they have two alien files with two different numbers? 

A: In cases like this, we request each alien file on a separate file request and write 
MULTIPLE STAFFINGS near the center of the page on the FIPS staffing sheet, or if it is 
a letter format, on the first page, just under the address. 

12.18.5 Records Indexing / Manual Requests 

If you do not find a person in CIS, CLAIMS or PCQS, do not automatically print the 
screens and close the case NR. In some instances, the A-Number exists but it will not be 
found in any systems search. This is especially true of individuals who had no business 
with the Service after the date CIS was put in use. A general rule which applies most of 
the time is the subject had no business concerning any immigration matter since 1975 or 
earlier. Look at the information in the request. For instance, if an individual claims to 
have arrived in the United States in 1960 and naturalized in 1971, it is important not to 
close the case NR. In these instances, staff the request using a “Records Indexing” 
staffing so that a manual search can be conducted. 

Sometimes the Requestor/subject will provide an A-Number and the file cannot be 
located in NFTS or CIS, but they claim to have done business with the service after 1975. 
Ensure Requestors provide the minimum information to allow a positive identification 
(i.e., full name, date and place of birth). If the requested records relate to: 

■ A-Files; 

■ Dates of birth; 

■ Dates of entry; or 

■ Naturalization dates 

which are after 1975, do not create a Records Indexing file request, because no records 
will exist; check CIS, PCQS and/or CLAIMS for a record. If you find no record, please 
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refer to section 12. 18.6. It is important that you provide as much as possible on the 
Records Indexing file request. The name of the subject, year of birth and information as 
possible on the Records Indexing file request. The name of the subject, year of birth and 
country of birth are required information. You should use the latest version of 
records_indexer.doc, which you may find in O:\Foia\FOIA LIBRARY\Case Create 
References\Case Create References. A sample records_indexer.doc follows: 
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FOIA/PA RECORDS SERVICES BRANCH 


CO#: 

DATE: 

*Name: 

*DOB: 

Alias: 

COB: 

A#: 

DOE: 

C#: 

POE: 

Natz Date: 

Visa File#: 


Other Info: 


* Required Fields 

[X] FOIA personnel checked CIS, CLAIMS and PCQS and located no Records. 


M All Files 
Q Alien File 
O Certify True Copy 


FOIA/PA RECORDS ACTION REQUESTED 

□ C-File □ AR-Print 

Q Visa File Q Non-Existence of Record 

□ 


FOIA Remarks: 


RECORDS 


SYSTEMS CHECKED 


Searcher: 


n FLEX □ MiDAS □ MI 

□ CIS □ EARMS □ NIIS 

□ CLAIMS □ NIDC □ Other 


Search Section Receipt Date: 

I certify that this office conducted a thorough search of Index Systems and no record of the subject was found. 


Signature 


Date 


Alien Files/ Naturalization Files Section Receipt Date: 

I certify that this office conducted a thorough search in the Alien Files/Naturalization Section and no record of the 
subject was found. 


Signature 


Date 
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Records Remarks: 


TO RECAP RECORDS INDEXING: If the subject has had no business with the service 
since 1975 or earlier, they may or may not have a CIS record. If they do not, then staff to 
records indexing. If the subject has had business from 1976 forward, do not staff to 
records indexing. 

12.18.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting “no record” research, do the queries of all CIS and PCQS or CLAIMS 
searches as directed. Prepare a Final Action Letter with closing code NR. Insert a 
Discussion naming the systems you searched. Send to Up-front Approver. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 
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File Edit Session Transfer Program Options Window Help 


n\x\ 


a ma mm 


m 

I*® 


■a. 

B&. 

■A 


:,k 


Cl MS E A I MMI CRATI ON AND NATURALI ZATI ON SERVI CE 

COMMAND: CENTRAL INDEX SYSTEM - SEARCH MENU 

A#: 000000000 NAME: 

(Dl| ID #: 

| A/AA/AB/C/DA/DL/FB/FP/I /PP/SS/TD) 

(92! SOUNDS- LI KE NAME 
(03! EXACT NAME 
(04! AKA (ALIAS! NAME 
(95! LAPS EXACT NAME 
( 96) SOUNDS- LI RE NAME II TH DOB 


04/09/08 
09: 0/: 01 

DOB: 0OOOOOOO 


OTHER MENU SELECTI ONS 
( 92! DATA Dl SPLAY MENU 
( 93! ADD TRANSACTI ONS MENU 
[ 94! RECORD MAI NTE NANCE MENU 
( 95] FI LE TRANSFER SUBSYSTEM 


(11! MANUAL SEARCH REQUEST (MR) 

(12| MANUAL SEARCH RESPONSE ( SR! 

(15! ON- LI NE A- NUMBER REPORT REQUEST 

<-- SELECT TRANSACTI ON NUMBER. PI 

PI 

CLEAR EXIT PF5 HELP 


PRESS ENTER, FOR I D # SEARCH, KEY THE 
PREFIX AND THE ID # (EC, A123456789). 


PF6 Cl S MAI N MENU 


HUM OVR 


If you do not have PCQS, perform following searches in CLAIMS. Otherwise, go to PCQS and 
search using last name with an asterisk and first name with an asterisk. Select <> 90 days in 
relation to the DOB unless this provides too many responses. If you get too many responses 
select <> 30 days or exact date. If subject has two last names search each one with an asterisk. 

When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary/applicant (3) AND as petitioner 
(6)- 

Genealogy is exempt from this process. 
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File Edit Session Transfer Program Options Window Help 
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FSXMI MN1 

CLAIMS MAINFRAME SYSTEM 
UPDATE PROCESSING MENU 

SELECT AND COMPLETE ONE LI NE 

04/09/2008 
09: 10 
NRC273QA 

1. 

RECEIPT NO.: | 




(SELECTIONS BELO® FOR APPLICATIONS AND PETITIONS 

ONLY! 

2. 

USER 1 D: 

DATE: 

| MMDDCCYY] 

3. 

BENEFI Cl ARY/ AP P L 1 CANT 

NAME (LAST!: (FIRST]: 

BIRTH DATE: ( MMDDCCYY) 


4, 

A NUMBER: A 



5. 

REFERENCE NO. : 



6. 

PETI Tl ONER 
NAME (LASTS: 

( FI RSTj : 


PF3 PF6 

CANCEL MAIN MENU 

nn 

PF8 PF10 FF 11 

LOGOFF REMOTE ACT UPD BY CODE ACT 

PE 1 2 

UPD BY RCPT 

HUM OVR 


12.18.7 A-Number in CIS but not in NFTS 

If there is an A-Number in CIS but no information in NFTS, create a file request 
according to the Staffing Sheet Guide and FCO List, and paste in the 9504 screen of the 
CIS record rather than the NFTS information. Otherwise, the procedure is the same. 


12.18.8 ICE files 

When you staff for any file that is for one of the ICE functions, be sure to change the 
Bureau in your case to ICE. 

There are currently five different types of staffings for files located within the ICE 
function. Paste the NFTS screen print to the second page of the staffing letter. 
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OPLA file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as OPLA-BOS. 

Refer to the latest versions of RPC Reference for Staffing and FOIA Staffing List in 
O:\FOIA\FOIA LIBRARY\Case Create References\Case Create References\FOIA FCO 
List and O:\FOIA\FOIA LIBRARYACase Create References\Case Create 
References\RPC Reference for Staffing. 


Office Section 

Acronym 

Trial Attorney’s Office 

TA 

Chief Counsel 


Litigation 

LI or LIT 

Legal Section 

LS 

District Counsel 

DC 






DRO file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as DRO-DEN. 


Office Section 

Acronym 

Detention & Removal 

DENTENT, D&R, DET, DRO, DD&P 

Criminal Alien Program 

CAP 

Deportation Officer/Assistant/Clerk 

DO, SDDO 

Bond Control Spec. 


Immigration Enforcement 

IEA 

Field District Office 

FOI (Washington DC) (DRO-WAS) 

Admin Program Office 


Non-Detained or Detained 


Processing Center 

OC-Otero County 

Detention Facility name 

i.e.... Otay Mesa, Krome 

Fugitive Ops 

FO 


SAC file requests are for files that are located in the following office sections. Choose 
the FCO where the file is located, such as SAC-ATL. Please note the section that follows 
concerning SAC locations. 


Office Section 

Acronym 

Investigations 

INV, IV 

Special Agent in Charge 

SAC 

Internal Audit 

IA 

Resident Agent in Charge 

RAC 

Assistant Special Agent in Charge 

ASAC 
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12.18.9 SAC locations 


Occasionally, you will see a requesting a SAC (Special Agent in Charge) case, and not be 
able to find the File Control Office under SAC in your FIPS staffing list (ex. 
POO/Portland, Oregon). How do you staff correctly for the file? Would you use the 
“ICE General” staffing? 

Yes, you do, but only as a last resort. Before staffing under ICE General, please check 
under RAC (Resident Alien in Charge) and ASAC, in consecutive order to find the 
staffing location. Since you cannot find Portland under SAC, you would next check 
RAC, and then ASAC (Portland is found under ASAC). Finally, if you cannot find the 
location after searching SAC, RAC and ASAC, please staff under ICE General. 

12.18.10 LESC (LSC) records 

On all of these file requests, you must attach the NFTS screen print to page two. 

12.18.11 T-files 

Q. What if the subject has an A-file at one office other than NRC and a T-file at a 
different office other than NRC (for example, an A-file in Chicago and a T-file in 
Milwaukee)? 

A: In this case, we will request both files, EXCEPT, do not request T-files at HBG with 
RPC codes XX, ZG, XY or ZY. 

Q: What if they have an A-file at an outside office and a T-file here at the NRC? 

A: Request the A-file only, but include the T-file portion on the file request. The T-file 
will get combined with the A-file when it arrives at the facility for scanning. NEVER 
CROP THE T-FILE INFORMATION FROM THE NFTS SCREEN PRINT 

The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC, 
NBC or RDF for scanning. Those offices either scan directly into FIPS for us or we 
export the A-file from EDMS. Therefore, if the A-file is at one of the above service 
centers and there is a T-file anywhere else, including at the NRC, you will have to staff 
for the T-file. This includes any digitized files. Another example of when we staff for an 
in-house T-file is when the responsive records are scanned in simultaneously with the 
request. 

12.18.12 Receipt files 
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12 . 18 . 12.1 Do not request receipt files with a prefix from any offices other than one of 

the five Service Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). 
District offices issue work authf 11 ■ ’ ■■■*■■■■ cannot request those. For instance, you 
cannot request receipt number Iu li..h Jo m atter where it is. However, if you 

(b)(6) fmd an unconsolidated receipt file j and it is at LOS, you can request it. 

12 . 18 . 12.2 If the Requestor does not specifically ask for a receipt file and provides an 
alien number, request the alien file only. 

12 . 18 . 12.3 If the Requestor does not provide any receipt number or alien number, then 
you must research CIS, CLAIMS and PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. There 
should be another application/petition filed in conjunction with this EAD card. If 
the only receipt number you find is for an EAD card, and it is within the seven- 
year retention time, then yes, you will request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and NFTS 
thoroughly. You may also check the status of a petition or application on 
USCIS.gov, and you may use that information to justify referring the case to 
Department of State, or you may add that information to RAF ACS responsive 
records (as described in this paragraph). Ensure the receipt file has not been 
consolidated into a T-file or into an A-file. Please request the A-file or T-file if 
the receipt file has been consolidated. Check CLAIMS to be sure that the Service 
did not reject the receipt. Receipts that are shown as rejected in CLAIMS are 
returned to the submitter by the Service Center. Print the CLAIMS screen(s) that 
shows the receipt was rejected by the service. Create a File Request to RAF ACS 
(not RAF AC S/CIS). Leave the “Customize Letter” button selected. Attach a 
“Scan As” cover sheet to the screen prints, mark the box “Responsive Records” 
and take to person designated to scan RAFACS-only responsive records. Pend 
the case. 

If there is no location information in NFTS, and if NVC does not have the receipt, 
but there is a record in PCQS, print any PCQS screen(s) concerning the 
petition. Create a File Request to RAF ACS (not RAF ACS/CIS). Leave the 
“Customize Letter” button selected. Attach a “Scan As” cover sheet to the screen 
prints, mark the box “Responsive Records” and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 

12 . 18 . 12.4 If the Requestor specifies a receipt file, and the receipt has not been 
consolidated, you may have VOI (and certification of agreement, if necessary) 
from either party and you may staff for the file if it is available in records. If you 
are unsure of whether you need certification of agreement, please refer to section 
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7 of this guide. If the receipt is not available in records, please refer to sections 
12.18.6 or 12.18.14 If it is available in records in NFTS, first verify the receipt 
number belongs to the subject, then staff for that receipt file. 

If the receipt has been consolidated into an alien file, the situation is different. If 
you have VOI (and certification of agreement, if necessary) from the person 
whose alien file the receipt has been consolidated into, then you should verify the 
alien number belongs to the subject and staff for that alien file. If there is no 
certification of agreement from the person whose alien file the petition has been 
consolidated into, you will close the request as TD. Refer to section 16a, “TD 
(total denial) CASE CLOSINGS.” 

12 . 18 . 12.5 Forms 1-526 and 1-829 are petitions filed by an Alien Entrepreneur. If, 
while researching the receipt file, you discover in CLAIMS or PCQS that the 
receipt is either a Form 1-526 or Form 1-829, please take the following actions: 

1 . Send an e-mail to NRC. FOIASIG and CC your supervisor stating that 
NRC201XXXXXXX (your case number) is requesting copies of an 1-526 
or 1-829 receipt file. 

2. Copy the body of the e-mail and paste it into a discussion. 

3 . Send the case to Unit Chief. 

4. SIG will then reassign the case to the COW queue for action. 
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12.18.13 Archived receipts 


_ g| xH 
-Isixill 


01/27/7011 
09:35 
C0W6768C 

RECEIPT NUMBER MX*'?.. HAS BEEN ARCHIVED 

TO RECEIVE AN OVERNIGHT DETAIL REPORT 
SELECT ’Y’ BELOW 

GENERATE REPORT - (Y)ES OR (N)0: 


HUH OVR 


This screenshot shows a receipt that has been archived. 

If we receive a request for a receipt file and the receipt file has been archived per CLAIMS, 
create the case as usual. To determine whether we need to request the archived receipt file do one 
or all of the following as necessary: 

A. Enter the receipt number in NFTS. There may be evidence that the receipt file has 
been consolidated into an A-file or there may be evidence that the receipt file has been 
forwarded to the NVC. Sometimes, you can discover that an archived receipt has been 
forwarded to NVC through PCQS. If the receipt is located at the NVC, do not redirect 
to the NVC. Have the screen prints of the receipt scanned in as responsive records. 
Make sure the track is TRACK I. Create the request using RAF ACS (not 
RAF ACS/CIS). Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive records for the 
case number you have just created, attach it to the screen prints to OneNote and send 
an email to FOIAPROGRAM NRC@uscis.dhs.gov . On the subject line, put the 
control number and SOR’s name. Pend the case. 
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B. On the USCIS website (http://www.uscis.gov/portal/site/uscis) enter the receipt 
number in the “Check Case Status.” Checking the receipt number on the website may 
provide evidence that the receipt file has been forwarded to the NVC. 

C. If there is no evidence that the archived receipt file has been forwarded to NVC we 
will create a file request using RAF ACS (not RAF ACS/CIS). Find the information 
from the archived receipt in PCQS and print that information. Prepare a “Scan As” 
sheet to be scanned as responsive records for the case number you have just created, 
attach it to the screen prints and take those to the person designated to scan RAF AC S- 
only responsive records. Pend the case. 

D. If there is no evidence in PCQS, add a note on the staffing sheet “Receipt is 
archived.” A designated clerk will receive the staffing request, have the archived 
report created, and get it scanned in as Responsive Records. 

12.18.14 Receipt files; Lost receipt file, File destroyed, File cannot locate or File Rejected 

If a staffing response from one of the service centers (ESC, SSC, NSC or WSC) has been 
scanned and a screen print from CLAIMS is shown on the staffing response with any of 
the following language; “FILE CANNOT LOCATE”, “FILE DESTROYED”, or “LOST 
RECEIPT FILE” or if the receipt was rejected, create as Track 1, category OTHER. 

Create a file request to RAF ACS (not RAF ACS/CIS). The default selection for the letter 
is “Customize Letter.” Be sure that option is selected. Print the appropriate CLAIMS or 
PCQS screen prints (should be a minimum of 3 pages if the receipt file is for an 1-130). 
Attach a “Scan As” cover sheet to the screen prints and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 
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If NFTS shows a receipt has been “Deleted,” please refer to section 9.2. Section 12.18.14 is 
only for files that show Lost, Destroyed or Rejected in NFTS or if we receive a staffing 
response saying “File cannot locate.” This is what the response will look like: 
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nixtr-e 


WAC93 


(b)(7)(e) 


12.18 


15 C 


Jvestigation Case 


When you enter your file number into NFTS and the result of the search shows the FCO location 
is WAS, the code is IX, and the description is ‘Hidden Patriot’, please do the foll owing: Staff 
for the fil e at Non-FOIA Office: WAS and create the following discussion note: | | 

Investigation case. Staffed for file at Non-FOIA Office WAS. Once file is scanned 
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into responsive records, please forward case to the current designated processor for 
processing.” Refer to screen print below. 

(b)(7)(e) 


File# 


N: I General Inquiry For A********* 


Seq 1 Office 


Location 


5|C 5|C 5|C 5|C 5|C 5|C 5|C * 1 000 WAS 


l Sect: 
Resp: 


IX 
0000 


£ 


]NV 


12.18.16 Creating Staffing and Acknowledgement letters for ELIS2 cases 
NOTE: All forms have either migrated to ELIS2 or are handled outside of Legacy ELIS. 

Any references from this point on refer to ELIS2. 

Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and copy 
Tracy Bellisime. The subject of the e-mail should be “ELIS 2 staffing” and the body of the e- 
mail should be the case number. 

12.18.16.1 Deleted 

Step 1: Find the IOE Receipt Number 

Whenever you create a case, please check the ELIS2 block in PCQS to search for the IOE 
Receipt number. 


Person Search Criteria 

: S eiafCft Type : : ftl umber 

"""'"V:::: 

" Select All 



ID ACvOvGOSCj 


DARI 1 

: : D CLAIMS 4 

; ; DeCISCQR-RNACS 



DATS-? EntrwExit 

: : cpms ; 

ELIS 



: : ussss : : 

U CfOJ-EOSR : 

7 : ELIS2 



D CIS 

GoS-CCD 

D ENFORCE 



D CLAIMS 3 DF 

; i DeCISCCR-C?-LA^ : 

DEOR 



i' Farm-; 




If you get a response of “Person Found In: ELIS2,” please check the box and click “Search 
Selected Persons” to get your IOE Receipt number. 
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USGS Account© 
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Of 
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You will come to the page below. Please copy the IOE number. 


You will come to the page below, “Activities Search Results.” Please copy the IOE Receipt 
number. 




Copy IOE Receipt number 

AcivSes fercri Seats 




if li iistlgef i| 
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12.18.16.2 Deleted 

Step 2: Is the case open or closed? 

Using this same Activities Search Results section, check the box on the ELIS2 line, then click 
“View Selected Activities.” 


Arses Search Results 




Last fa 

First fa Sunt Scarce Rote il| 


Descfffiff f : ;f if ; ffe Das 

A Eari^b; 

sjjjg Ffinar^tol RemlRaqyest-C^sids 

alien sf Mires farCishoolMs 

101099 SS^B-^|MCase 






On the ELIS2 details screen, find the “Case State” in the “Account Header” section. 
If the case state is accepted, optimized or reopened, your case is open. 

Account Header 

Name Reed Enright 

Alien Number A2 
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NOTE: The Case State can also be found in the Case Details section of your screen print. 



12.18.16.3 Deleted 

Step 3: Create the Case/Put IOE Receipt Number in Topic Line 

Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number into the 
“Topic” line on the FIPS worksheet. 
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I0E Number 



Topic Line 


NOTE: Putting the IOE number in the Topic line is the only way we have to track ELIS2 cases. 
Next, create a staffing to the correct File Control Office. 


12.18.16.4 Deleted 

Step 4: Is your requestor an attorney/representative or is this a self-request? 

If you answered “yes” to either choice, go to Step 5a(l) to create your Staffing and 
Acknowledgement letters. You will be inserting specific language into both letters. 

If the requestor is other than an attomey/representative or a request from the subject of record, go 
to Step 5b(l) to change your Staffing letter only. There is no change to the Acknowledgement 
letter. 

A wife requesting her husband’s file is an example of an “other.” 

If the case is closed (see example below), it doesn’t matter who the requester is. 

Go to Step 5b(l). 
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Step 5a(l): Staffing letter 

Open cases from Attorney/Representatives or self-requests: 

• Replace the Alien number at the top and bottom of the page with the IOE Receipt number 

• Replace the first part of the second bullet which reads “Send a copy of all responsive 
documents to the FOIA office in their entirety,” with the sentence, “Send a copy of the 
Case Details and Case History tabs (expand all), any restricted content, and any risk 
resolution memo.” 

• Do not replace “DO NOT MAKE REDACTIONS.” Leave it at the end of the second 
bullet. 

Before 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

Alien #: 2 

Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC2016 
Alien #: 2 

Subject Name: Reed Enright 
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After: 


MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of the Case Details and Case History tabs (expand all), any restricted 
content, and any risk resolution memo. DO NOT MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC2016 
IOEXXXXXXXXX 
Subject Name: Reed Enright 


Step 5a(2): Acknowledgement letter 

Open cases from Attorney/Representatives or self-requests: 

• Add the paragraph, “From the USCIS Electronic Immigration System (ELIS) you 
may download the case intake snapshot, case evidence, and correspondence (e.g. 
any G-28 Representation or Withdrawal request) from your Case Details screen,” 
between the fee and CD paragraphs. 
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Example 


In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.3(c)), your 
request is deemed to constitute an agreement to pay any fees that may be chargeable up to 
$25.00. Fees may be charged for searching for records sought at the respective clerical, 
professional, and/or managerial rates of $4.00/$7.00/$10.25 per quarter hour, and for duplication 
of copies at the rate of $. 10 per copy. The first 100 copies and two hours of search time are not 
charged, and the remaining combined charges for search and duplication must exceed $14.00 
before we will charge you any fees. Most requests do not require any fees; however, if fees in 
excess of $25.00 are required, we will notify you beforehand. 

From the USCIS Electronic Immigration System (ELIS) you may download the case intake 
snapshot, case evidence, and correspondence (e.g. any G-28 Representation or Withdrawal 
request) from your Case Details screen. 

This office will be providing your records on a Compact Disc (CD) for use on your personal 
computer. The CD is readable on all computers through the use of Adobe Acrobat software. A 
version of Adobe Acrobat will be included on the CD. Your records can be viewed on your 
computer screen and can be printed onto paper. Only records 15 pages or more are eligible for 
CD printing. To request your responsive records on paper, please include your control number 
and write to the above address Attention: FOIA/PA Officer, or fax them to (816) 350-5785. 

Step 5b(l): Staffing letter 

All closed cases or cases from others (not Attorney/Representatives nor self- 
requests): 

• Replace the Alien number with the IOE Receipt number at the top and bottom of 
the letter only. Do not replace the second bullet. 


Example: 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 


ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 
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SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 

• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC20160 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5b(2): Acknowledgement letter 

All closed cases or cases from others (not Attorney/Representatives nor self-requests): 

• There is no change to the Acknowledgement letter 


ELIS FAQ’s 

Q: The NFTS screen print says that ELIS is consolidated into a T-file. How do I fill out the 
Staffing Sheet? 

A: If ELIS is consolidated into an A or T-file per NFTS, do not replace the A-number with the 
IOE receipt number or replace the second bullet. Create as a normal case (not in ELIS), except 
don’t forget to add the IOE Receipt number to the FIPS worksheet. 

Q: Which FCOs adjudicate the Form 1-90? 

A: MSC/NBC, SSC and WSC. . .check NFTS for the correct staffing. 
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12.18.16.5 Deleted 


12.18.16. b Deleted 

12.18.16. b.l Deleted 

12.18.16. b.2 Deleted 

12.18.16. b.3 Deleted 

12.18.16. b.4 Deleted 

12.18.16. b.5 Deleted 


12.18.17 RAFACS Staffings 

Occasionally when someone requests a file, we are unable to find it. Do we just close it “NR?” 
In certain cases, we can. 

However, if we can find something that belongs to the Requestor, such as a Border Crossing 
Card, CLAIMS or PCQS screen prints, we cannot close the case “NR.” 

Staff to RAFACS all requests that you can’t find what the Requestor is asking for, but you can 
find other documents that relate to the subject of record. After doing so, please change the case 
to Track 1 . 


13. REASSIGN OFFICE 

A case creator may sometimes have to move a case that was scanned in the NRC queue to 
another queue for processing. Before you create a case, you can click the drop-down box and 
select a different office. You will be able to do this even if you do not have that queue assigned 
to you. 

Accidentally reassigning the office: Before you create the case, make sure the Office is correct. 
When you click Save after you have filled in the case information, FIPS’ focus will go to the 
Office drop-down box. If you have inadvertently touched the mouse wheel while it is saving, 
you may inadvertently “reassign the office.” That is to say, when you create the case, it could 
have a BLR number, for example, instead of an NRC number. It is always a good idea to re- 
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check that NRC is selected before you create the case. If you have accidentally reassigned the 
office, you must print out all pages of the request, attach a Scan As sheet, and take it to OA to be 
scanned in as a new case. 

There are times you intentionally reassign the office prior to creating the case: 

Reassign the office to CNT if the request is for a contract. 

Reassign the office to HQS if the request is for CIS Personnel Information. 

Reassign any SIG case to COW. 

After you have reassigned an office, you must click “Save” again before you create the case. 

If you are not sure about reassigning an office, it is a good idea to discuss it with a supervisor 
first. 

First you must select the correct office. In this example, we have a request from a newspaper, 
which makes it a SIG case, so we want to reassign the office to COW. Use the drop-down box to 
select the office where you want the case to go, click Save. 


FIPS v7,0 Training build 96 *<• vVork Queries, 

: : Processing : : Fee Information 


Actions 


Office: mc y T; MRC2Q10006656REQ 


Scanned 

11/05/2010 


Status Request Case Creator importer 

Created Perfected Final Action 


ReiBLR 

ff !id CLp 

* . /.|C|IT vv 


Select the correct 

IGEN 


i Porter 

. jta Journal-Constitution 

jHQb perimeter Center Parkway 

;:MRC |ta GA 30303 

wcssswsss^OBL 

■■'3ft fcpct i nmrmarift h 


office 


First 


Middle 


* -Number: 

Topic j_j:_ is visas filed by Outsource Georgia,. Inc., 2008 to present. 


Next, search for duplicate cases and then create the case. The case will have a COW number. 
You will not be creating an acknowledgement letter or staffing. Before you click on “Reassign 
Office,” prepare an e-mail addressed to NRC, FOIASIG with the case number and brief 
description of the topic, Requestor or reason you reassigned the office. If you spoke with 
somebody in SIG before reassigning the office, mention that in the discussion as well. 
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As soon as you click on “Reassign Office,” the case will go away and you will be ready for your 
next case: 



14. CLOSING A CASE AS “NAiFOIA or PA not applicable:” 

A. Create the case if you have not done so already. 

B. Select the “Final Action Letter” from the Tasks tab. Select “NA” from the final action 
codes list. You will have to select a Non-FOIA Operational Unit. Choose “NRC- 
Director. 

C. FIPS will generate two letters; you will need to blank out the NRC Director Referral 
letter and type “Do not send.” 

D. Make the appropriate edits in the Final Action Letter, depending upon the situation. 

E. Create a Discussion explaining why you closed the case as final action NA. 

F. Send the case to Up-front Approver. The supervisor will review and close the case. 
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Fee Information 




Final Action Letter 


:| DP. Duplicate 
;|i ER; Created in- Error 
:|i FC: Requestors failure to comply 
FI ; Requestor's failure to ID record? 

•TIB: Not applicable -certified copy 
jNR'iwn- possession of records 
•: CR: Old records 

:|i RD-: Redirected to another agency 
| RF; Referred to a DHS Component 
|: UT: Unable to locate records 
ijj WB j Request withdrawn 


Finai Action' ’&epi&iiid^ 

Records Needed 

. . ; Insert Clerk of Coorts/Na tional Archives paragraph 
• Insert women married to U,S, citizens paragraph 


jiion FOIA Offices 
: Privacy Act Amendment Request 
\ REQUEST FOR FILE FROM A FOREIGN FCG 
Service Centers 
ijTRN FOIA/ FA UNIT 


Reasons ttiedirects/fti^ 


I; Submit; | Reset i \ 


15. ER (created in error) CASE CLOSINGS 

Prepare a Final Action Code using the “ER” option for cases when the following situations arise 

• When a G-884 Return of Original Documents is scanned in FIPS. 

• When a routine use/child support request has been scanned in FIPS. 

• When subpoenas/court orders have been scanned in FIPS. 

• When a Bond Obligor request has been scanned in FIPS. 

• Requests from Foreign Consulates (no letter required) 

Procedure: 

A. Create the case if you have not done so already. 

B. Select “Final Action Letter” from the Tasks tab. 

C. Select ER from the list of options click “Submit.” 

D. FIPS will not create a letter. Prepare a detailed Discussion. 

E. Send the case to Up-front Approver. The supervisor will review and close the 
case. 

16a. TD (total denial) CASE CLOSINGS 
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■ Create the case as Track 1 . 

■ Change the case category to “Third Party No Consent” and save. 

■ Select the “Final Action Letter” from the Tasks tab. Select “TD” from the final action 
codes list. 

■ Paste in the body of the “TD No Agreement language” onto the FIPS TD final action 
letter, which you may find in the Case Create Template Letters folder of the FOIA 
Library or the Enterprise Collaboration, ECN Network Case Create Library. 

■ Review the letter to ensure the pasted content is in the correct format, save it and check it 
in. 

■ Uncheck the Print to CD box. 

■ Create a Discussion: “Third Party, No Agreement.” 

■ Send to Up-front Approver. 


16b. FC (failure to comply) CASE CLOSINGS 

A. Create the case if you have not done so already. 

B. Select the “Final Action Letter” from the Tasks tab. Select “FC” from the final action 
codes list. 

C. Paste in the body of the appropriate “Unperfected Request Letter” onto the FIPS FC final 
action letter, which you may find in the Case Create Template Letters folder of the FOIA 
Library or the Enterprise Collaboration, ECN Network Case Create Library. 

D. Select the “Unperfected Letter for Older G-639 version” for all requests submitted on a 
G-639 date prior to the revision dated 01/29/12 or 

E. Select the “Unperfected Letter” for all new requests and requests submitted on the newly 
revised G-639 revision date 01/29/2012 or 

F. Select the Unperfected Letter for G-639 dated 3/3 1/2015. 

G. Review the letter to ensure the pasted content is in the correct format 

H. Create a Discussion to the Up-front Approver with your findings and reasons for closing 
as a FC case. 


Replace the contents of the letter using 

O:\Foia\FQIA LIBRARY\Case Create References\Case Create References Unperfected 
Letter for G-639 dated 3 - 31 - 15 
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Or 

O:\Foia\FOIA_LIBRARY\Case Create References\Case Create References Unperfected 

Letter 

Or 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create References Unperfected 
Letter for Older G 639 version if an older version of the G-639 was submitted. 

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e-mail to 
NRC, FOIASafe with the case number, A-number and name of subject of record. The classified 
document control point of contact maintains the files in the FOIA Safe until the case is 
closed. Once she is notified the file is no longer needed, she will return the file to the original 
FCO. 


17. MARKING A DOCUMENT “DO NOT SEND” 

From time to time, there will be an instance when we should not mail a system-generated 
letter. Examples include instances where a status letter is created in error, or a referral memo is 
erroneously created. To ensure that the letter or memorandum is not inadvertently mailed, please 
take the following steps: 

1 . Type “DO NOT SEND” at the top of the page, 

2. Delete all the information in the letter/memorandum, and 

3. Create a Discussion which explains why the letter/memo should not be mailed. 

Accomplishing the steps above will make it easier for the O/A room to identify letters created in 
error. 

18. ACKNOWLEDGEMENT LETTERS 

We prepare acknowledgement letters in all cases except for routine use and Red Cross last 
known address request and any cases going to FOIASIG. The example in this guide shows how 
to do a standard acknowledgment letter if we have verified certification of agreement and 
identity, the Requestor has not asked for expedited treatment or a fee waiver, and we have found 
a responsive record. As you go through this example, please keep in mind that there are many 
factors which would require you to prepare the acknowledgment letter differently. 

Go to the “Tasks” tab and select “Acknowledgement Letter” 
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; Case Actions 

"Tat sfc 

Status 

us-arch - For ‘Duplicate - C'aees 


Create Additional Cases 

Not Started 

Create- Fite -Request 


Ackno wfedaetnsnt Letter: 

Not Started 

Fins! Action Letter 

Mot Started 

Specialty Letter 

Net Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial: Letter 

Not Started 


Records Lc-cator j; Case Processor ji Case .Approver i< Uni 1 : Chief ji. Up-front Approver ji Pendjj Reassign Office ji . Se 


After selecting “Acknowledgement Letter,” the Acknowledgment Letter Options screen will 
open. Options on this screen will allow you to ask for other documentation and will also allow 
you to add a Track 3 Denial or Lost File paragraph: 


-W | :^.Case360 Home 


FIPS v cO Training build 06 v Work Queries 

processing: Fee Informs ten 


v Actions 


Options tiitfohial Required 

Fee Estimate i jcj other Requester Documentation 

; Prep ayment Re quire d j j 

:j E3 Advance Payment Returned 
!; E3 Add Lost File Paragraph 
; E3 Add Track 3 Denial Paragraph 


options found.. 


; Generate Letter: 


Lancet; 


Since our example case does not require us to select any options, we will click on “Generate 
Letter.” Our only option at that point is to click OK: 
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to j to Case36Q Home 

FIPS v?,0 Training build 06 * Work Queries •< Actions- Standalone Search: 

Processing Fee Snformat-ion 

Successfully generated fetter Acknowledgement Letter-FOIA. 

> Click on OK to continue. 


Save in: 

j i;.;3 mlporter 

•T : S* El a 



to .java 

£l Global 360_updown_version 



Application Data 

^NRC20 100005 11_6_REFERRAL 


My Recent : 

i to Desktop 

: &jNRC20 100005 11 7 FA PD 


Documents 

iU? Favorites 

% NRC20 1000080 2_3_ONE_P AGE 

?- v 4 

ASLDClient 

flNRC20 1000080 2_6_AK_FOI A 



to: Local Settings 

$;NRC20 10000804_3_FA_RF 


Desktop 

ID My Documents 

1)NRC20 10000804_4_REFERRAL 

.AGENCY 


|toMy Recent Documents 

: |jNRC20 10000806_3_ST AFFING_ 

PDFJCE 


;i£3NetHood 

i^NTUSER 



:|:&i Oracle Jar Cache 

• • ntuser.dat 


My Documents 

itoPrintHood 




iitoSencfTo 




tostart Menu 



■■ 'vo#*'’"' ■ 

ytoTem plates 



My Computer 

to) eistream upload 











My Network 
Places : 

Filename: jillil 

iiiMsii y 

Save 


Save as type: iAII files 

▼ : 

Cancel \ 


The acknowledgment letter will pop up: 
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p 


You may have some modifications to make to the letter. If it is a request for Specific 
Documents, please delete the words “Specific Doc Information” and specify what they are 
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requesting. Word it as closely to their description as possible while maintaining proper grammar 
and punctuation. 


After you finish, save the Word document and exit Word. Next, go to the “Contents” tab and 
click on the “Check in Document” icon. 


Tasks 


Discussions 


C 3 se Actions : 


Histotv 



Seq, 
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6 

Editing 
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5 
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DRO - SEA Seattle 

012345578 12/3/2010 8:28:17 AM 

§§ ••$ta?fing^pspon^ 

- 

Pending 
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0 12345678 12/3/28 18 8:28:17 AM 

H) Staffing Letter - ICE PDF 

3 

Editing 

DRO - SEA. Seattle 

12/372010 8:28:17 AM 

H Request Supporting Documents 

2 

4 Scanned 


11/5/2010 8:32:47 AM 

H Request Letter 

1 

2 Scanned 


11/5/2010 8:32:45 AM 


( j i Casa Approver Ci^if i; Up-front Approver | j Fend , jj Reassign Office; 


Se 


Click “Open' 



In this example, we are now ready to send this document to “Pend.” 
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19. DISCUSSIONS 


Discussion notes are crucial to creating and processing a case. When creators are establishing 
the case in FIPS, they should note any unusual circumstances or details in a Discussion for later 
reference. FIPS creates entries in the Case Actions tab for all activities and creates a display on 
the Case Info screen when a duplicate is attached, but does not explain why. 

FOIA/PA Assistants or Government Information Specialists must create Discussions: 

• for any Up-front Approver case, 

• anytime they are moving a case to Unit Chief, 

• anytime they are reassigning the office, 

• anytime they are staffing based on best available information, and 

• any time there is a need to explain something unusual. 

Because Discussions become a permanent part of the case in FIPS, you should not use 
Discussions to record personal feelings or to debate, question, or even to seek clarification. A 
FOIA/PA Assistant or Government Information Specialist should discuss issues needing 
clarification via e-mail, a telephone call or a personal visit to his or her supervisor. 

20. CHANGING A REO TO A CSD 

(Note: this article pertains to people who work in the Research Queue) 

Occasionally Requestor documents, certificates of identity, status requests and other 
correspondence will inadvertently get scanned into FIPS as a new request. If you encounter 
these types of documents in FIPS as REQ’s, please attempt to locate the case to which the 
documents belong. After you locate the case in FIPS, make a note of the control number. Create 
a Discussion asking Research to add the request as CSD to the appropriate case. Next, go back 
to the worksheet in FIPS and Send to Research. 

A person working the Research queue will assign the request to CSD as follows: 
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21. TROUBLESHOOTING WORK FROM THE OA ROOM 

The FOIA/PA Assistants assigned to the mail are responsible for picking up faxes and mail (in 
the black bins marked Troubleshooter) from the OA room and in the basket located next to the 
copier in shared workroom each day and are responsible for sorting and working the mail. 
Individual team members expecting a fax should notify his or her supervisor or retrieve the fax. 
If the case has been created, insert a Discussion (Scan in fax and notify [me] when the fax has 
been scanned If the fax needs to be scanned in before reviewing, the OA Room clerks can scan it 
in and notify you. They may also deliver the fax or mail if needed. 

22. TROUBLESHOOTING WORK TO THE OA ROOM 

When new requests are taken to the OA room, place them in the “New Request” bin on the 
counter. 

When taking Requestor documentation, CSD’s, responsive records or certifications of identity to 
the OA room, write “Requestor Docs” or “CSD” on the first page, along with the date and your 
initials. 

23. FOIA MAILBOXES: 

FOIA has access to various e-mail mailboxes that serve different purposes. The paragraphs 
below describe these mailboxes and their purposes. E-mails to any of the FOIA mailboxes must 
contain specific instructions. 

23 . 1 THE 0 A ROOM (NRC, FOI AO A) 
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When you review all the scanned in CSDs and request documents which have been scanned into 
the case, you may find issues needing attention. Send e-mails to the OA Room when: 

A. The original Final Action Letter and responsive records were mailed but the 
Requestor never received them. The OA room will reprint the records to CD or 
paper and re-mail per instructions provided in the e-mail. The instructions must 
include the control number and whether to print CD or paper, as well as how the 
case was closed “G1 or PD.” Include a Discussion in the original case. 

B. The responsive records need to be re-printed to CD due to the Requestor receiving 
a broken CD. 

C. The Requestor has either has a changed or new address; therefore, the records 
need to be re-printed and re-mailed to the Requestor. You need to state in your 
instructions to the OA room that you’ve made the changes to the address in the 
final action letter. Correct the address on the final action letter and the FIPS 
database. State that you’ve changed the address in a Discussion. 

D. The first or second page of the new request is missing. Ask them if they can 
check to see if the page was missed by the scanning department. Include the 
REQ#, and the data handwritten on the first page of the request. If the first page 
is missing, include the REQ# and the date the case was scanned. Send the case to 
Unit Chief until the OA Room sends a response. Then have the case returned to 
you and create as usual. 

Note: sometimes we find documents that do not belong in the case we are working on and 
belong in another case or need to be created as a new case. Attach a coversheet and deliver it to 
the CSD bin in the OA Room when the request letter and supporting docs need to be printed and 
scanned into another case. Include instructions to the OA Room or the case creator, if necessary. 
You will need to attach a coversheet as a CSD when documents need scanned into create a new 
request attache a NEW REQ (new request) coversheet and deliver to the New Requests bin in the 
OARoom. Do not send an email. 

Don’t forget to add a Discussion to the original case. 

23.2 FST (NRC, NRCFOIAMSB) 

Send e-mails to the FST mailbox when you encounter an appeal in case create that was not 
previously addressed. See section 8.16 

All e-mails to the FST mailbox should contain the control number, the A-Number or subject of 
the case, and specific instructions relating to the case. 
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23 .3FIPS PROBLEM 


(b)(6) 


Send e-mails to NRC, FIPSPROBLEM, NRC, FOIA PROGRAlvJ |and your 

supervisor: 

A. If you are receiving FIPS errors, including if FIPS spontaneously closes 

B. If responsive records need to be copied from one case to another 

C. If records are incorrectly scanned in a case and need to be removed (b)(6) 

D. If FIPS is running unusually slow. 

If there are errors in FIPS or FIPS is running slowly, copy the following people on the e-mail: NRC, 
FIPSPROBLEM, NRC, FOIA PROGRAM, f "fr nd your supervisor. 

Include the following in the subject line of your e-mail: 

• If you are at a Work Stoppage and cannot do any work in FIPS, please title your subject 
line: WORK STOPPAGE, control number and issue. 

• If the case you are working on has a problem that is preventing you from completing it, 
please title your subject line, CASE NEEDS CORRECTION, control number and issue 

• If the message deals with a problem you can work around, please title your subject line: 

FYI ONLY, control number and issue. (b)(6) 

In all cases, in the body of your message, please follow the same format listed below. Attach 
sanitized screen prints if applicable. 

All e-mails to FIPSPROBLEM, NRC, FOIA PROGRAM .! ~ln d your supervisor 

must contain specific instmctions, including a description of the problem and the role of the case; 
standalone, create, locator or processing and the control number or REQ number if you were creating 
the case. 

■ Are you teleworking or at the office? 

■ Temporarily: What operating system are you using? XP or Win7? 

■ What is your cube number? 

■ What is you work extension number? 

■ If there are errors in FIPS or FIPS is running slowly, include the following information in 
the e-mail: 

o What were you doing when the problem began? 

o Did you get an error message? If so, include the message or a screenshot of the 
message. 

o Is it slow or not responding at all? 
o What other Internet sites do you have open? 

■ If you are viewing or editing Responsive Records: 

o How many pages of responsive records are there? 
o Do you have thumbnails on? 

o Were you checking in a document, image file or letter? 

■ If you were doing a search: 
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o If you were using a wild card, which field(s) and what criteria? 
o If you were searching on one field or more, which fields (e.g. first and last 
name)? 

24. E-MAIL TO CUSTOMERS 

If necessary, send a message to the NRC, NRCFOIAMSB outlining what we need to say. The 
FST supervisor will generate the e-mail to the Requestor and transmit. Include all information in 
the e-mail that the FST supervisor will need in order to be able to send the e-mail. Put a 
Discussion in FIPS outlining your request to FST. If you are asking for more information from 
the Requestor, create a slot in the case in FIPS to ensure that the case will close out automatically 
if no response is received from the Requestor. 

25. MAIL 

The FOIA Division receives two types of mail: Returned Mail and Direct Mail. 

25.1 RETURNED MAIL: 

25.1.1 Interim Interest Letters 

Returned Interim Interest Letters are scanned as Requestor Docs. 

Except for Interim Interest Letters, all returned envelopes and letters are scanned as 
CSD’s. 

Do not use forwarding addresses provided by US Postal Service. 

OA’s will note each case with action taken for each piece of returned mail. Notes are to 
be complete and concise. They should include the reason the letter was returned, action 
taken, and the OA’s name. 

Note: Not all letters are acknowledgment letters. The returned correspondence 
could be a status letter or request for additional information. Before letters are 
updated with the correct address, confirm the correct letter is being updated. The 
Discussion should include the type of letter being corrected and resent. 

25.1.2 Acknowledgement letters 

Compare address on acknowledgement letter to address on the G-639, G-28 and returned 
address on the original envelope. 
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A. 


If there is a transcription error in the address: 


1 . Correct the address in the address section of the FIPS worksheet and click “Save” 
to update FIPS. 

2. Correct the acknowledgement letter and resend letter. 

3. Write the ID of the case creator on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones 
who see this paperwork. 

4. Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no such number 

Body of Discussion: Address on letter did not match G639. Street address 
should be 1003 Market Street, not 103 Market Street. 
Updated FIPS and ack letter and resent letter. Name. 

5. Returned acknowledgement letters with a Requestor document need to be 
repended for additional time. Give the letter to the OA supervisor to repend. 

B. If the address on the acknowledgement letter matches the address on the G-639, G-28 
and/or return address on original envelope: 

1 . Note the case. Example of the Discussion: 

Title of Discussion: Returned Mail - no forwarding address 

Body of Discussion: Address matches G-639. No other address found. Did not 
resend ack letter. 

2. Give acknowledgement letter to OA Supervisor to Close. 

25.1.3 Final Action Letters 

Compare address on final action letter to address on the G-639, G-28 and returned address on 
original envelope. Check all CSDs for a new address. 

A. If address matches G-639 and/or G-28 and no other address is found, note case with the 
reason the letter and responsive records were returned. Discussion should include “no 
other address found; did not resend final action letter” and OA’s name. Scan envelope 
and front page of letter as CSD. 

Shred the letter and responsive records. 

B. If another address is found in the CSDs: 
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1 . Update FIPS and final action letter, reprint letter, and label and resend. Scan original 
letter and envelope as CSD. 

2. Write the ED of the case processor on the returned letter and give to OA Supervisor. 
Do this in a controlled manner so that you and the supervisor are the only ones who 
see this paperwork. 

25.1.4 CDs 


A. CDs Returned for postage. 

Make a copy of the CD and re-mail. Attach the copy of the CD to the original CD mailer 
and give to the OA Supervisor. Note the case with the following Discussion. 

Title of Discussion: CD Returned for Additional Postage 

Body of Discussion: Re-mailed CD, date and name 

B. CDs Returned due to Incorrect Address. 

Compare address on final action letter to address on the G-639, G-28 and return address 
on original envelope. Check all CSD’s for a new address. 

1 . If address matches G-639 and/or G-28 and no other address is found, note case with 
the reason the CD was returned. Discussion should include “no other address found; 
did not resend CD” and OA’s name. 

Shred the CD. 

2 . If another addres s i s found i n the C SD ’ s : 

a. Make a copy of the CD and returned envelope. 

b. Update FIPS and reprint a new label. (Do not update letter in FIPS). Put the new 
label on the outside of the CD Mailer (not directly on the CD). 

c. Write the ID of the case processor on the copy of the returned CD and give to 
OA Supervisor. Do this in a controlled manner so that you and the supervisor 
are the only ones who see this paperwork. 

25.2 DIRECT MAIL: 
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This is mail sent directly to NRC from Requestors, subjects, attorneys, etc. The content of direct 
mail is varied and usually requires some type of action. Direct mail could consist of, but not 
limited to, any of the following: 

• Change of Address (see section 25.2.3). 

• Status Request (see section 25.2.4). 

• Withdrawal of Request (see section 25.2.5). 

• A request to change the scope of a FOIA request. The action required to change the 
scope of a request could involve changing the track of the case; depending upon the type 
of information/documents requested (see section 34). 

• Correspondence about delinquent payments, including checks (see section 25.2.2) 

• Responses to Track 3 denial or Expedited Treatment denial (see section 25.2. 1) 

• Responses to requests for additional information (see section 25.2.2) 

• Requestor asks for their record on paper: scan in as a case supporting document (CSD) 

We may respond to direct mail in writing or by phone, and some mail requires no response. 

Please create a Discussion describing the problem and how it was corrected. The OA Room 
Clerk assigned to handle mail should initial, date, and write what kind of document (such as CSD 
or REQ DOCS) on the top page and staple the pages together after scanning. Case creators may 
deliver the fax or mail with CSD’s to the OA room for scanning. 

Mail or faxes regarding delinquent payments, payments made or checks received is pulled prior 
to distributing to the Team. If any of these types of documents are inadvertently left in with the 
mail, please give them to the Team supervisor. 


25.2.1 Mail concerning Track 3 or expedited treatment 

If we receive additional correspondence via e-mail, mail or fax relating to an existing 
case, asking for expedited processing or processing as Track 3; forward the 
correspondence to the FOIA/PA supervisor. A supervisor must review the 
correspondence and make a determination. We must address within 10 days in writing 
our response to the expedited or Track 3 processing request, whether we grant or deny. 
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FOIA/PA Assistants assigned to mail will place the mail in the Track 3 or Expedited 
Review bin. 

Insert a Discussion titled “Expedited Treatment Request” or “Track 3 Request.” In the 
text of the Discussion type whether it was denied or approved and the sequence number 
of the status letter. Scan the additional correspondence in as a CSD. 

If the Requestor responds to our denial of expedited treatment or Track 3 processing, the 
procedure is essentially the same: forward it to the FOLA-PA supervisor, who will make 
the determination. 

If a FOIA/PA Assistant or Government Information Specialist working in Records 
Locator queue discovers correspondence relating to expedited processing or Track 3 
scanned in but has not been addressed by a supervisor; that person should insert a 
Discussion. If it is regarding a Track 3 request, approve or deny the request. If it is 
regarding an expedited request, send the case to Admin or Unit Chief and send an e-mail 
to the supervisor handling the expedited requests and include the control number of the 
case. See section 6.3.1 for Track 3 and 6.3.6 for and Expedited processes. 

25.2.2 Requestor documentation / additional information 

This consists of documents or more information that we have asked the Requestor/subject 
to provide. When the information is received it is scanned into the Requestor 
documentation slot. Use the additional information provided to continue creating the 
case. If the Requestor/subject did not provide the alien number, use the information 
provided to search CIS 9103 and PCQS or CLAIMS to locate any responsive records, or 
receipt fdes. If the subject of record entered before 1975 and may possibly have had no 
business with INS or USCIS after 1975, you may have to staff to Records Indexing (see 
section 12.7.5, Records Indexing/Manual Requests). If you cannot locate any records 
relating to your person, you may have to close the case as NR (see section 12. 18.6, No 
Record). Copy screen-prints of your searches for scanning in as CSD. (FYI CSD’s can 
be scanned in after a case is closed). 

We do not re-open cases that close as FC because the Requestor failed to reply within the 
time allotted - unless it is our fault. An example of our fault would be they sent back the 
Requestor docs and the envelope was postmarked before the deadline. It doesn’t matter 
if they are one day late returning the requested information. The Team will send the 
Requestor a letter advising them that their case has been closed as a FC. If the Requestor 
still has an interest in receiving the information, he or she will need to submit a new 
FOIA request. This includes cases closed within the same month. We are handling these 
FC requests the same for everyone so nobody is getting unfair treatment. However, if 
you receive a call asking for more time to return the Requestor docs, and before the case 
closes, you may repend. 
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See section 73, Reasonable Description of Records being Sought, and follow the steps in section 
73.4, Requesting Additional Information with the Acknowledgement Letter 
See Section 16b, FC (Failure to Comply) Case Closings and if needed NR, No Record section 
12 . 18.6 

25.2.3 Request for change of address 

If you receive a Form AR-1 1 or other correspondence from an alien wanting to submit a 
change of address, forward the original letter and enclosures to the following address: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
PO Box 7134 
London, KY 40742-7134 

For commercial overnight or fast freight services only: 

U.S. Department of Homeland Security 
Bureau of Citizenship and Immigration 
Change of Address 
1084-1 South Laurel Road 
London, KY 40744 


25.2.4 Status letters 


The public has the ability to check online the status of their FOIA request(s) with NRC at 



From w ww.uscis. go v. click on the “Check your Case Status” icon. 


Clicking the icon mentioned above will take you to the “My Case Status” page. Enter the 
Control or Receipt number, and click “Check Status.” 

The online status check will indicate whether the request is still pending, or whether the case 
has been processed or closed within the last six months. 


If the request is still pending, the online status check will indicate the position of the 
request relative to all pending USCIS requests in the same processing track. It also 
provides the date the request was received. 
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If the request was processed or closed within the last six months the Requestor will be given the 
date the request was closed. The system does not discern how the request was closed i.e. DP, 

Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the Requestor will be advised the number 
entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the Requestor accurate information. 
In order to better serve our customers Teams should paste in the online status check every time a 
status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, please run 
the control number with the online status check. Do not provide status to the Requestor using the 
Calculate Queue Position button. Change the information on the letter that shows the status of 
the case, replacing it with the results from the online status check before you close and save. Use 
the latest Status Letter from the Tasks tab in FIPS. 

Note: The Status Letter will always state the track as “Track One.” If you are not processing a 
Track one case, please make sure you change the track. 

Please print the online status check and send it to be scanned in as a CSD to support the status 
letter. 

25.2.5 Withdrawal of a FOIA/PA request 

A Requestor must send us a document to withdraw a pending request. Upon receipt of a 
written request to withdraw a FOIA, please have the request scanned into the case as 
CSD. Make sure that the WD letter has been scanned in before you close the case. Ask 
your supervisor to send the case to you in Records Locator queue. Add a Discussion 
indicating that the request was withdrawn per the documents found in CSD. 

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e- 
mail to NRC, FOIASafe. The classified files POC will keep the files in the FOIA Safe 
until the case is closed. Once notified the file is no longer needed, he or she will return 
the file to the original FCO. 

25.2.6 Mail received in a foreign language 

If we receive mail written in a foreign language and you cannot determine whether it is a 
FOIA request, forward the mail to a supervisor. The supervisor will forward the 
documentation to FST, who will then return the translated mail. 
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26. BLANK TAPES/CD ’ s 


If you receive a blank VHS tape, cassette or CD with a FOIA/PA Request, return it to the 
Requestor. 

27. VIDEO REPRODUCTION 

As responsive records are scanned into FIPS; when the scanner encounters any type of media, 
they forward the alien file to FST when their scanning is complete. The FST staff assigned to 
audio/video reproduction will copy the media and insert a Discussion that it is complete. Once 
the case is processed, the processor will send an e-mail to the FST mailbox with the case number 
and the page(s) number where the media can be located. FST will pull the media and 
process/make any necessary redactions. The media will be mailed to the Requestor separately. 

28. CONGRESSIONAL REQUESTS AND APPEALS 


Most FOIA/PA requests with congressional correspondence are written on behalf of a 
constituent and are actually a FOIA/PA request for an individual’s records. These cases should 
also have an instruction sheet from Congressional, NRC. Simply create the case according to the 
directions. If you open a case with congressional correspondence, but there is no instruction 
sheet, please create the case as you normally create any other case, including staffing for the file 
and creating the acknowledgment letter or final action letter. After you have created the 
acknowledgment letter and staffing, or the final action letter, as appropriate, please send an e- 
mail to Congressional, NRC . The subject of the e-mail should be “Congressional 
Correspondence and the body of the e-mail should be the control number. Please CC your 
supervisor. Next, create a discussion entitled “Congressional Inquiry” and state in the comment 
field that you have sent an e-mail to Congressional, NRC. Finally, pend the case. 

However, true congressional requests are requests from a congressman or senator for information 
which usually does not relate to an alien file or receipt file . The case should have an instruction 
sheet from Congressional, NRC. SIG processes true congressional requests. Simply create the 
case according to the directions and pend the case. 


29. INCORRECT PAGE COUNTS: 

The OA room will give final action letters with responsive records to the team supervisors if the 
page count in the letter differs from the amount of pages printed. The supervisors will distribute 
to team members to correct the page counts. 

1 . Using FIPS Standalone, go into the case that corresponds to the final action letter 
(NRC2010 ). After the case is opened, determine the corrective action 
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needed by comparing the responsive records in the case to the printed responsive 
records. 

2. Correct the final action letter and reprint the letter. 

3. Attach the reprinted final action letter to the responsive records. 

4. Take the reprinted final action letter with the responsive records to the OA room to be 
mailed out. 

5. Write the User ID Number of the person who created the final action letter in the 
upper right comer of the incorrect letter, and notate on the letter the corrections that 
you made. Do this in a controlled manner so that you and the supervisor are the only 
ones who see this paperwork. 

6. Stack the incorrect final action letters in a separate pile. Write “ERRORS” on a post- 
it note and stick the post-it note to the top page to identify these as the incorrect 
letters. 

7. Give the incorrect letters to the Team supervisors. The supervisors will give the 
incorrect final action letters to a FOIA supervisor daily for distribution and review. 


30. ALIEN’S STATUS VERIFICATION LETTERS: 

The National Records Center no longer issues certified Status Verification Letters to aliens. 
These letters were usually issued to individuals who had lost their Naturalization Certificates and 
needed verification of their status to apply for a passport or old age pension benefits in another 
country. If you get a request for certified Status Verification Letters, refer these individuals to 
USCIS.GOV to make an INFOPASS appointment. 


31. INQUIRY FOR FILE REVIEW: 

If you receive an e-mail regarding an inquiry for a file review, and the request is not in regard to 
a FOIA request, do not call the person or forward the e-mail to another NRC Division. Forward 
the e-mail to a Supervisor. 


32. RECORDS LOCATOR QUEUE 
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Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended (please refer to section 33) 

• Additional PH needed to verify the correct file (please refer to section 32.7) 

• Requestor docs have been received (please refer to section 32.8) 

• The wrong records were scanned into the case (please refer to section 32.9) 

• We need to send an interim interest letter to an incarcerated individual (please refer to 
section 32.10) 

• The file is lost or we got a response of not found or consolidated from a service 
center (please refer to section 32. 1 1) 

• Requestor writes to request the record on paper (please refer to section 32. 12) 

• Requestor wants to change the track of their case (please refer to section 34). 

32.1 Start by reading Discussions. It is important to read all Discussions as well as insert 
Discussions as necessary. Listed below are points/actions that you should consider while 
working cases assigned to Records Locator queue. 

32.2 Always check the alien number(s) in CIS to verify its accuracy before proceeding. 

32.3 Always check cases in FIPS for duplicates searching all offices using the Alien number 
and name of the subject of record. If the subject of the request is a petition, it may help to 
search by the Requestor to see if that petition has already been addressed. 

32.4 Read and follow directions in any Discussion found in the case regardless of the age of 
the case or who put them in. If there is a question, see your supervisor before proceeding with 
any action on the case. 

32.5 Any time you create a new staffing for the same A-file or receipt, you must cancel the 
one it replaces. 

32.6 If the A file has been scanned in and we are waiting on a T-file, review T-file staffmgs in 
NFTS History. If the T-file has been deleted or combined with an A-file or is from a 

RAF ACS conversion, then cancel the pending T-file staffing, because the T-files no longer 
exist. Send the case to the processor. 

32.7 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII is needed from the requestor/subject. You will have to create 
another Acknowledgement Letter and check the other documentation box. The Requestor 
Documentation Attachment will automatically be added to the Acknowledgement Letter. 
Check the boxes required and pend the case for Requestor Documentation. If the processor is 
asking for information that is already present in the scanned documents, put in a Discussion 
asking for clarification on what the processor is requesting. You may also have to point them 
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to the slot where the information is currently contained. Send the case to Unit Chief with a 
Discussion. 

If the request was for specific documents, please remember to add the specific documents 
sentence to the new acknowledgement letter the same as in the original acknowledgement 
letter. If the specific document information sentence was done incorrectly in the original 
acknowledgment letter, please add an appropriate specific document information sentence to 
the new acknowledgment letter. That sentence gives us our legal basis for providing only the 
specific document requested. It also gives the Requestor an opportunity to clarify if the 
request was poorly worded or if we misunderstood. If we do not add the specific document 
information sentence to the new acknowledgment letter, the processor must process the entire 
file. 


32.8 If we have received pending Requestor Documentation: Review the information 
provided. If the Requestor/subject adequately provided the requested PII and/or certification 
of agreement, request the file. 

32.8.1 The Requestor/subject may respond negatively to the request for PII. For 

instance, we might have asked for A-Number and/or Petition/Receipt number, and they 
responded “none” or “unknown” to both. If we receive a negative response, please 
attempt to locate an alien file and staff, matching as much of the PII as possible. If you 
find a file, pend the case for responsive records based on best available information and 
create a Discussion saying you did so. If you are unable to find a file, close as FC. For 
the procedure, please see section 16b, Failure to Comply Case Closings. 

32.8.2 The Requestor/subject may not return the VOI or certification of agreement 
we asked for. If so, generate a FC letter and replace the contents of the letter with the 
appropriate FC letter depending on the version of the G-639. Create a Discussion 
explaining the FC. Send the case to the Up-front Approver when you are finished. 

The three versions of the FC letter: 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_G- 
639_Unperfected Letter_for_3-31-2015 or 

0 : \Foi a\F OIA_LIBRARY\Case_Create_References\Case_Create_References_Unperfect 
ed Letter or 

0 : ' \Foi a\FOIA_LIBRARY\Case_Create_References\Case_Create_References_ 
Unperfected Letter for Older G-639 version 

32.8.3 If a request for certification of agreement is returned but the Requestor says 
he or she is a third party Requestor (they have no relationship to the subject of the 
record and cannot or will not get certification of agreement), do not request the file. 
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Create a Discussion with your findings and close as TD. Please refer to section 16a, TD 
(total denial) CASE CLOSINGS. 

32.9 Wrong Records. Occasionally you will pull a case in Records Locator queue and there 
is a Discussion stating the wrong records have been scanned into the case. This will require 
some investigative work before a solution can be determined. 

32.9.1 Did the Case Creator use the wrong alien number? If so, please request the 
correct file. You must then send an e-mail to NRC, FIPS Problem, FOIA PROGRAM, 
and Tracy Bellisime and ask that the wrong records be removed. 

32.9.2 Did the Requestor ask for a copy of a petition they filed on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there 
are two cases for the Requestor. If not, you will need to correct the one that exists to 
become a request for the beneficiary’s information. Locate the correct records and re- 
staff only if you have the beneficiary’s PII and VOI. If not, close as FC. For Procedure, 
please see section 16. 

32.9.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible 
that the scanning contractor has scanned the wrong file into this case. Here are the steps 
to follow if you believe this may have happened: 

32.9.3. 1 Look for a pending case for the records that were scanned into 
your case. 

32.9.3.2 If you locate a case, check to see if the responsive records have 
been scanned. 

32.9.3.3 If the responsive records are not scanned into the case, send an e- 
mail to NRC, FIPS Problem, FOIA PROGRAM, and Tracy Bellisime and 
ask them to move the responsive records from your case over to the 
correct case. Also ask them to remove the responsive records from your 
case and staffing response to “pending.” 


32.9.3 .4 If the pending case already has records scanned in, review those 
records. 

32.9.3.4.1 Are they the correct records for that case? If so, then 
you will need to verify that they are a duplicate of the ones in your 
case. 
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32.9.3.4.2 If they are duplicates, then you do not have to do 
anything with that case. 

32.9.3.4.3 Send an e-mail to NRC, FIPS Problem asking them to 
remove the wrong records from the staffing response and 
responsive records slots and re-set their status to “pending.” 

32.10 Mailing address is a detention facility. If you open a case in Records Locator queue 
and there is a Discussion instructing you to create an interim response letter because the 
individual is incarcerated: 

32.10. 1 The request must be over six months old before we send out the interim letter. If 
your case meets this criterion, create an Interim Interest Letter. 

32. 10.2 If the interim interest letter is returned saying the subject is no longer in custody 
and we do not have another address for the subject, you can close the case FC. For the 
procedure, please refer to section 16. Do not close out the case FC without the 
returned mail. 

32.10.3 If the individual is still incarcerated and still interested in receiving the record, 
send the case to the processing queue. 

32.11 If you open a case in Records Locator queue and there is a document scanned into 
the Staffing Response and the Responsive Records slot which has been changed to 
Inactive, look at the document scanned in to the Staffing Response. 

32.11.1 If you are creating a case and the receipt is located at the NVC, do not redirect to 
the NVC. Have the screen prints of the receipt scanned in as responsive records. Make 
sure the track is TRACK I. 

32. 1 1 .2 If the receipt file is marked Lost, File Destroyed, File Cannot Locate, or 
Rejected, please refer to section 12.18.14, Receipt files; Lost receipt file, File destroyed, 
File cannot locate or File Rejected.. 

32.12 Paper. If a Requestor in the United States asks for his or her records on paper, uncheck 
“Print to CD” box create a Discussion citing the reason. Next, go to the Tasks tab and create a 
Status letter. In the Status letter, write, “This letter serves to notify you that we will be 
providing your records on paper.” 


33. REPENDING IN RECORDS LOCATOR QUEUE 
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33.1 Do not create a Discussion that you repended the case; the system automatically creates 
a record of case action. 

33.2 If you open a case in Records Locator queue and the file has not been scanned in nor is 
there any staffing response, you will probably have to repend the responsive records slot. 
However, before you repend the responsive records, verify the location of the A-file in NFTS 
and on the 9504 screen in CIS. 

33.2.1 If the file has moved to another FCO, you should cancel the current file request 
and create a new one to reflect the new FCO. 

33.2.2 If that file has moved from the original staffing location and is now in-transit to 
the NRC or has been received at the NRC, repend. Do NOT cancel the original file 
request or re-staff to RAF ACS/CIS. 

33.2.3 Do not cancel file requests and re-staff just because the request is old and has 
been pending for an extended period. Canceling file requests and re-staffing due to age 
affects the aging reports and makes it impossible to track these pending cases properly. 
Please continue to repend these cases as necessary. FIPS automatically sets a new due 
date at 60 days. If it is an RDF staffing, please change the new due date to 365 days. 

33.3 If the file has been received by NRC and NFTS shows scanning, image processing, 
image problem files, streamliners (anything except a shelf location) repend. 

33.4 If a SIG case comes up for repending in Records Locator queue, please repend and 
notify NRC, FOIASIG of this. Insert the case number on the subject line. 

33.5 If NFTS shows the file is at the NRC and the location is SEIT Admin "FOIA files 
awaiting partner" do further research. If there is an A-file and a T-file that will be scanned in 
together when the other arrives, then repend. If there are two separate staffings for files, then 
e-mail NRC, FOIAFILEREQ to research and to have the file scanned in if necessary. 

33.6 Not used. 

33.7 When repending a case in Records Locator, please follow these steps: 

33.7. 1 Search for any duplicates 

33.7. 1.1 If you find a duplicate, refer to section 6.4, Search for Duplicate Cases. 

33.7.2 If you do not find a duplicate: 

A. Under the Contents tab, on the Staffing Letter to which you want to repend. 
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(b)(6) 


B. Left-click on either the Staffing Response or Responsive Records and do not 
move the mouse to another location on the page until the drop-down menu 
appears. 

C. Click on Manage Document from the drop-down menu. 

D. On the right side of the pop up screen, you will see Days to Pend with a box 
showing 60. Leave the number of days 60 unless it is an RDF or a Lost File 
Staflfing-please refer to sections 12.7.2 and 12.7.3 for Lost File Instructions. 

E. If repending an overdue RDF staffing, type 365 in the Days to Pend box before 
you click on Update Due Date. 

34. CHANGING THE TRACK OF A CASE 

We do not change the track of a case except in the following instances: 

34.1 The Requestor is narrowing the scope of their request from a Track 2 case to a Track 
1 case. Prepare a status letter and advise the Requestor that their case is now on the simple 
track. 

34.2 The Requestor has responded to our acknowledgment letter stating that he or she did 
not mean specific documents only, and this would cause us to move a case from Track 1 to 
Track 2. Prepare a status letter and advise the Requestor that their case is now in the 
complex track. 

34.3 The Requestor has a Track 1 or 2 case and provides the required documentation to 
change their request to a Track 3. Prepare a status letter and advise the Requestor that their 
case is now in Track 3. 

When you change the track of a case, ensure you click the “SAVE” button prior to exiting the 
case. After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy 
NRC, FOIA PROGRAM and your supervisor. The e-mail should include the case number and 
the action you took. 

35. RESPONSIVE RECORDS SCANNED IN WITH STAFFING 
RESPONSE 


Occasionally the responsive records are scanned in behind the staffing response, instead of into 
the responsive records slot. These cases then appear in the processing queue, but cannot be 
processed. If this occurs, send an email to NRC, FIPSPROBLEM, copy NRC, FOIA Program, 

I"' " 1 I nd your supervisor. Please insert a Discussion explaining the problem and send 

the case to Unit Chief. 
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Sometimes the case has not come up for processing yet and you encounter this situation in 
Records Locator queue. If that happens, create a Discussion indicating the problem (Responsive 
Records scanned into Staffing Response slot), and send a message to NRC, FIPSPROBLEM 
with the following information: 

A. The NRC control number of the case, 

B. The A number or Receipt Number of the records, 

C. The staffing sequence they are scanned into, and 

D. The number of pages scanned in. 

Finally, send the case to Unit Chief so that the problem can be resolved. 

36. Deleted 

37. RE-STAFFING 

There should be a discussion directing you to re-staff. If you are unsure about what to do, please 
contact a member of FST. The two most common re-staffing scenarios are: 

• The file moved to another office - and we have to cancel pending slot and staff to the 
correct FCO *Do not confuse this with files that are now in-transit to NRC. 

• The current staffing is not correct (for example - an Atlanta general staffing instead of an 
Atlanta ICE staffing). In that scenario, we must cancel the pending slot and re-staff 
properly. If you are unsure, consult a member of FST. 

38. FOIA SAFE 

Cases staffed to the FOIA Safe are processed in the NRC queue. 

While working Records Locator queue, if you pull a case that has been staffed to the FOIA Safe, 
NEVER cancel the staffing. Pend it for responsive records. 

The RPC for the FOIA Safe is ZW0004. 

If you see an RPC of “ZW” anywhere, it is a classified file. 
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39. IN TRANSIT FILES 


If NFTS shows a file is now in transit to the NRC, repend. *Do not cancel the staffing and re- 
staff to NRC. 

40. MODIFICATION OF RECEIPT DATES 

Modification of receipt dates is a serious matter. Final approval authority to modify a receipt 
date is ACD or higher. Any decision to modify a receipt date must take into consideration the 
negative effect such an action will have on the integrity and accuracy of the data in FIPS, as well 
as possible legal consequences. 

41. FST DIRECTED PROJECTS 

Occasionally, FST may have special projects that require your assistance. 

FST paralegals must receive prior approval from a supervisor before approaching any member of 
the team member for assistance on such projects. 

Supervisors will select the person(s) to assist with the projects as needed. 
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APPENDIX A: PHONE NUMBERS 


NRC/FOIAFax : 

ILD Incoming Call Line: 

Human Resource Office: 

CIS Forms: 

By Phone: 

Website: 

National Customer Service: 
EOIR 


816-350-5785, 5786,5787 

816-350-5560 

816-350-5661 

1-800-870-3676 

www . uscis.g o v 

1-800-375-5283 

800-898-7180 
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APPENDIX B: ADDRESSES 

MAILING ADDRESS OF NRC: 

PO Box 648010 

Lee’s Summit, MO 64064-8010 

PHYSICAL LOCATION OF NRC: 

150 Space Center Loop 
Lee’ s Summit, MO 64064 

MAILING ADDRESS OF NBC: 

National Benefits Center 

PO Box 648005 

Lee’ s Summit, MO 64064 

MAILING ADDRESS OF CBP: 

U.S. Customs and Border Protection 
FOIA Division 
90 K Street, NE, 9 th Floor 
Washington, DC 20229-1181 
MAILING ADDRESS OF ICE: 

Immigration and Customs Enforcement 
Freedom of Information Act Office 
800 North Capitol Street, 5 th Floor, Suite 585 
Washington, DC 20536 

MAILING ADDRESS OF NATIONAL VISA CENTER: 

U.S. Department of State 
Attn: Sheryl Walter 

Office of Information Programs & Services, SA-2 
A/GIS/IP S/RL/RC 
515 22nd Street, NW 
Washington, DC 20522-8001 
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MAILING ADDRESS FOR APPEALS 


DHS, USCIS, NRC 

FOIA Appeals Office 

150 Space Center Loop, Suite 500 

Lee’s Summit, MO 64064-2139 
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APPENDIX C: NATIONAL VISA CENTER VALID 
CONSULATE PREFIX CODES 


ABD- Abu Dhabi (United Arab Emirates) 

ABJ - Abidjan (Ivory Coast) 

ACC- Accra (Ghana) 

ACK- Auckland (New Zealand) 

ADD- Addis Ababa (Ethiopia) 

ALG - Algiers (Algeria) 

AMN - Amman (Jordan) 

AMS - Amsterdam (Holland) 

ANK - Ankara (Turkey) 

ANT - Antananarivo (Madagascar) 

ASM - Asmara (Eritrea) 

ASN - Asuncion (Paraguay) 

ATA - Almaty (Kazakhstan) 

ATH - Athens (Greece) 

BCH - Bucharest (Romania) 

BDP - Budapest (Hungary) 

BEN - Bern (Switzerland) 

BGH - Post not Assigned 
BGN - Bridgetown (Barbados) 

BGT - Bogota (Colombia) 
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BLZ - Belize City (Belize) 

BMB - Bombay (aka Mumbai, India) 

BNK - Bangkok (Thailand) 

BNS - Buenos Aires (Argentina) 

BRS - Brussels (Belgium) 

BRT - Beirut (Lebanon) 

BUJ - Bujumbura (Burundi) 

CDJ - Ciudad Juarez (Mexico) 

CLM - Colombo (Sri Lanka) 

COT - Cotonou (Benin) 

CPN - Copenhagen (Denmark) 

CRO - Cairo (Egypt) 

CRS - Caracas (Venezuela) 

CSB - Casablanca (Morocco) 

DBL - Dublin (Ireland) 

DHK - Dhaka (Bangladesh) 

DJI - Djibouti (Djibouti) 

DKR - Dakar (Senegal) 

DMS - Damascus (Syria) 

DOH - Doha (Qatar) 

DRS - Dar Es Salaam (Tanzania) 
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FRN - Frankfurt (Germany) 

FTN - Freetown (Sierra Leone) 

GEO - Georgetown (Guyana) 

GTM - Guatemala City (Guatemala) 

GUZ - Guangzhou (Canton) 

GYQ - Guayaquil (Ecuador) 

HAV- Havana (Cuba) 

HCM - Ho Chi Minh City (Saigon) 

HLS - Helsinki (Finland) 

HML - Hamilton 
HNK - Hong Kong 
HRE - Harare (Zimbabwe) 

ISL - Islamabad (Pakistan) 

JAK - Jakarta (Indonesia) 

JHN - Johannesburg (South Africa) 

JRS - Jerusalem (Israel) 

KDU - Kathmandu (Nepal) 

KEV- Kyiv (Ukraine) 

KHF - Khartoum (Sudan) 

KIN - Kinshasa (Congo) 

KLL - Kuala Lumpur (Malaysia) 

KNG - Kingston (Jamaica) 
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KWT - A1 Kuwait aka Kuwait City (Kuwait) 

LGS - Lagos (Nigeria) 

LIB - Libreville (Gabon) 

LIL - Lilongwe (Malawi) 

LMA - Lima (Peru) 

LND - London (United Kingdom) 

LOM - Lome (Togo) 

LPZ - La Paz (Bolivia) 

LSB - Lisbon (Portugal) 

LUA - Luanda (Angola) 

LUS - Lusaka (Zambia) 

MDD - Madrid (Spain) 

MDR - Madras aka Chennai (India) 

MNA - Manama (Bahrain) 

MNG - Managua (Nicaragua) 

MNL - Manila (Philippines) 

MOS - Moscow (Russia) 

MRV - Monrovia (Liberia) 

MST - Muscat (Oman) 

MTL - Montreal (Canada) 

MTV - Montevideo (Uruguay) 
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NHA-Naha 


NMY - Niamey (Niger) 

NPL - Naples (Italy) 

NRB - Nairobi (Kenya) 

NSS - Nassau (Bahamas) 

NWD - New Delhi (India) 

OSL - Oslo (Norway) 

OUG - Ouagadougou (Burkina Faso) 

PHP - Phnom Penh (Cambodia) 

PIA - Praia (Cape Verde) 

PNM - Panama City (Panama) 

PRG - Prague (Czech Republic) 

PRM - Paramaribo (Suriname) 

PRS - Paris (France) 

PTD - Ponta Delgada (Azores) 

PTM - Port Moresby (Papua New Guinea) 

PIP _ Port-au-Prince (Haiti) 

PTS - Port of Spain (Trinidad & Tobago) 

RDJ - Rio de Janeiro (Brasil) 

RID - Riyadh (Saudi Arabia) 

RKJ - Reykjavik (Iceland) 

RNG - Rangoon (Burma) 
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SAA - Sana’a (Yemen) 

SAR - Sarajevo (Bosnia & Herzegovina) 

SDO - Santo Domingo (Dominican Republic) 

SEO - Seoul (Korea) 

SGP - Singapore 

SKO - Skopje (Macedonia) 

SNJ - San Jose (Costa Rica) 

SNS - San Salvador (El Salvador) 

SNT - Santiago (Chile) 

SOF - Sofia (Bulgaria) 

STK - Stockholm (Sweden) 

SUV -Suva (Fiji) 

SYD - Sydney (Australia) 

TAI - Taipei 

TAL - Tallinn (Estonia) 

TBL - Tbilisi (Georgia) 

TGG - Tegucigalpa (Honduras) 

THT - Tashkent (Uzbekistan) 

TIA - Tirana (Albania) 

TKY - Tokyo (Japan) 

TLV- Tel Aviv (Israel) 
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TNS - Tunis (Tunisia) 

VAC - Vancouver (Canada) 
VNN - Vienna (Austria) 
VNT - Vientiane (Laos) 
WRW- Warsaw (Poland) 
YDE - Yaounde (Cameroon) 
YRV - Yerevan (Armenia) 
ZGB - Zagreb (Croatia) 
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APPENDIX D: CASE CLOSING CODES 


PD - The case has been processed, responsive records were released in part. 

G1 - The case has been processed, responsive records were released in full. 

DP - The case was closed as a duplicate of another case. 

ER - Created in error (see section 15). 

WD - Case was closed as a withdrawal. 

NA - FOIA/PA not applicable (see section 14). 

NR - The case was closed as no record. We have conducted a thorough search of all databases 
for any files relating to the subject and found no results. All (non-responsive) screen prints are 
scanned in as CSD. 

UT - Unable to locate alien file. We know there is a record, but it is lost. We may close cases if 
the alien file is marked as lost and it has been more than one year, but we must be able to prove 
we conducted a thorough search of all systems. 

FC - Case closed for failure to comply (see section 16b). 

FP - Cases close failure to pay when Requestors fail to submit payment. 

RD - Advise Requestor to contact another government agency to acquire records. We tell the 
Requestor whom they should contact to obtain records responsive to their request. 

RF - Cases forwarded to DHS components. We tell the Requestor the name of the agency we 
referred their request to. 

TD - Total Denial (see section 16a). 
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APPENDIX E: FORMS 


www.uscis.gov 


Title 

Form Number 

Chanqe of Address 

AR-11 

Alien's Chanqe of Address Card 

AR-11SR 

Genealoqy Index Search Request 

G-1041 

Genealoqv Records Request 

G-1041A 

Notice of Entry of Appearance as Attorney or Representative 

G-28 

Bioqraphic Information 

G-325 

Bioqraphic Information 

G-325A 

Bioqraphic Information 

G-325B 

Bioqraphic Information 

G-325C 

Freedom of Information Act/Privacy Act Request 

G-639 

Verification Request (Non-SAVE aqencies) 

G-845 

Document Verification Request Supplement 

G-845 Supplement 

Document Verification Request (SAVE Aqencies) 

G-845S 

Return of Oriqinal Documents 

G-884 

Application for Replacement/Initial Nonimmiqrant Arrival-Departure Document 

1-102 

Petition fora Nonimmiqrant Worker 

1-129 

Petition for Alien Fiance(e) 

1-1 29F 
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Title 


Form Number 


Nonimmigrant Petition Based on Blanket L Petition 

I-129S 

Petition for Alien Relative 

1-130 

Application for Travel Document 

1-131 

Affidavit of Support 

1-134 

Immigrant Petition for Alien Worker 

1-140 

Application for Advance Permission to Return to Unrelinguished Domicile 

1-191 

Application for Advance Permission to Enter as a Non-Immigrant 

1-192 

Application for Waiver for Passport and/or Visa 

1-193 

Application for Permission to Reapplv for Admission into the United States After 
Deportation or Removal 

1-212 

Application for Removal 

1-243 

Notice of Appeal or Motion 

I-290B 

Petition for Amerasian, Widow(er), or Special Immigrant 

1-360 

Affidavit of Financial Support and Intent to Petition for Legal Custody for Public Law 97- 
359 Amerasian 

1-361 

Reguest to Enforce Affidavit of Financial Support and Intent to Petition for Legal Custody 

1-363 

for P.L. 97-359 Amerasian 


Application to Register Permanent Residence or Adjust Status 

1-485 

Supplement A to Form 1-485 

1-485 Supplement A 

Instructions for 1-485, Supplement C, HRIFA 

1-485 Supplement C 

Instructions for 1-485, Supplement E 

1-485 Supplement E 
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Title 


Form Number 


Waiver of Rights, Privileges, Exemptions and Immunities (Under Section 247(b] of the 

TnaJ """ ' "" 

Waiver of Rights, Privileges, Exemptions, and Immunities 
Imm igr ant Petition by Alien Entrepreneur 
Application To Extend/Change Nonimmigrant Status 

For persons seeking V non i mmigrant status while in the United States or extension of V 
status. 

Interagency Record of Request - A, G or NATO Dependent Employment Authorization 
PLQhange/Adjus^ 

Application for Asylum and Withholding of Removal 
Petition to CJassjfy.O^ 

Application for Advance Processing of Orphan Petition 
Ap.pJicatign.for Waiyer,pf,Grpun 

Application By Refugee For Waiver of Grounds of Excludability 

Application for Waiver of the Foreign Residence Requirement (under Section 212(e) of 
tbeJjrjriflrafioD. 3nd„Natjona]jty 

Health and Human Services Statistical Data for Refugee/Asylee Adjusting Status 

Appjjcatjon_for ; Status as 3 Temporarv Resident Und 
and Nationality Act 

Application for Waiver of Grounds of Inadmissibility Under Sections 245A or 210 of the 

iQQllirat^ 

Report of Medical Examination and Vaccination Record 

Notice of Appeal of Decision Under Sections 245A or 210 of the Immigration and 
NaJionalityAct 


1-508 

I-508F 

1-526 

1-539 

1-539, Supplement A 

1-566 

1-589 

1-600 

I-600A 

1-601 

1-602 

1-612 

1-643 

1-687 

1-690 

1-693 

1-694 
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Title 


Form Number 


Application to Adjust Status from Temporary to Permanent Resident (Under Section 
245XoTPublicTaw 

Refuqee/Asylee Relative Petition 

Pet ition to Rem ov e the Conditio ns of Res idence 

Application for Employment Authorization 

Application for Replacement of Northern Mariana Card 

Petition to Classify Convention Adoptee as an Immediate Relative 

AppJjcatjgnjor.petenmjnafo 

Application for Family Unity Benefits 

A pplication i for ;Temppran/_grojecte 

Application for Action on an Approved Application or Petition 

PeiitipnbyEntrepreneur^ 

Inter-Agency Alien Witness and Informant Record 

Midavjtpf .Support. Under Section^ 

Contract Between Sponsor and Household Member 

Affidavit of Support Under Section 21 3A of the Act 

Poverty Guidelines 

Intending Immigrant’s Affidavit of Support Exemption 
Sponsor's Notice of Change of Address 

Application for Suspension of Deportation or Special Rule Cancellation of Removal 
lEyrsuaD.t..t.o.Se.ctipn..203.of.P 


1-698 

1-730 

1-751 

1-765 

1-777 

1-800 

I-800A 

1-817 

1-821 

1-824 

1-829 

1-854 

1-864 

I-864A 

I-864EZ 

I-864P 

I-864W 

1-865 

1-881 
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Title 


Form Number 


Empjoynient 

Application to Replace Permanent Resident Card 
Appjicatipn„fpr AuthpjizatjonJpJssue.Cert^ 

Request for Premium Processing Service 

AppJjcation.fopT Nonimmigrants 

Petition for U Nonimmigrant Status 

Petition for Qualifying Family Member of a U-1 Nonimmigrant 

Application to File Declaration of Intention 

Request for a Hearing on a Decision in Naturalization Proceedings (Under Section 336 
of the I N A) 


1-9 

1-90 

1-905 

1-907 

1-914 

1-918 

1-929 

N-300 

N-336 


Monthly Report Naturalization Papers N-4 

AppJjcatign,fprNa^ N-400 

Request for Certification of Military or Naval Service N-426 

AppJicatipnJo^Pre^ N-470 

Application for Replacement Naturalization/Citizenship Document N-565 

Application for Certificate of Citizenship N-600 

Application for Citizenship and Issuance of Certificate under Section 322 N-600K 

Application for Posthumous Citizenship N-644 

Medical Certification for Disability Exc eptio ns N-648 
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APPENDIX F: USEFUL ACRONYMS 


AAPM 

Affirmative Asylum Procedures Manual 

ABC 

American Baptist Churches 

ACLU 

American Civil Liberties Union 

ACPA 

Assistant Chief Patrol Agent 

ADDE 

Assistant District Director for Examinations 

ADDD 

Assistant District Director for Deportation 

ADDI 

Assistant District Director for Investigations 

ADIS 

Arrival Departure Information System 

AFM 

Adjudicators Field Manual 

A-File 

Alien Registration File (basic Alien File) 

AILA 

American Immigration Lawyers Association 

AO 

Asylum Officer 

AOBTC 

Asylum Officer’s Basic Training Course 

AOIC 

Assistant Officer in Charge 

ARB 

Administrative Review Board 

ARC 

Alien Registration Card 

ASC 

Application Support Center 

ASIS 

Anti-Smuggling Information System 

AUSA 

Assistant United States Attorney 

ATF 

(Bureau) Alcohol, Tobacco and Firearms 
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AVL Asylum Virtual Library 

BBAT Bond Backlog Action Team 

BCAA Background Check and Adjudicative Assessment 

BCIC Border Crossing Identification Card 

BCC Border Crossing Card 

BCIS Bureau of Citizenship and Immigration Services 

Bene Beneficiary 

BEP Backlog Elimination Plan 

BIA Board of Immigration Appeals; or Bureau of Indian Affairs 

BLS Bureau of Labor Statistics 

BOP Bureau of Prisons 

BORTAC Border Patrol Tactical Unit 

BORSTAR Border Patrol Search, Trauma and Rescue team 

BP Border Patrol 

BRP Backlog Reduction Plan 

BSS Biometric Storage System 

CAA Cuban Adjustment Act 

CAP Criminal Alien Program 

CAPES Classification and Placement Evaluation System 

CARRP Controlled Application Review and Resolution Program 

CBO Congressional Budget Office / Community Based Organization 

CBP Customs and Border Protection 

264 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3777 



CCB 

Child Care Bureau 

CCD 

Consular Consolidated Database 

CDC 

Center for Disease Control 

CDSO 

Collateral Duty Security/Safety Officer 

CFR 

Code of Federal Regulations 

CIA 

Central Intelligence Agency 

CIO 

Chief Information Officer 

CIS 

Central Index System 

CLAIMS 

Computer Linked Application Information Management Systems 

CMHS 

Center for Mental Health Services 

COA 

Class of Admission or Change of Address 

COMSEC 

Communications Security 

CONUS 

Continental United States 

COOP 

Continuity of Operations Plan 

COTR 

Contracting Officer Technical Representative 

COW 

Central Office Washington 

CP 

Case Processor 

CPA 

Chief Patrol Agent 

CPO 

Chief Privacy Officer 

CSAT 

Computer Security Awareness Training 

CSD 

Case Supporting Documents 
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CSPA 

Child Status Protection Act 

CSRS 

Civil Service Retirement System 

CSWP 

Customer Service Web Portal 

GUI 

Controlled Unclassified Information 

CUSA 

Citizenship USA 

DACS 

Deportable Alien Control System 

DAO 

District Adjudication Officer 

DD 

District Director 

D&D 

Detention & Deportation 

DDD 

Deputy District Director 

DDP 

Detention and Deportation Program 

DEA 

Drug Enforcement Agency 

DEO 

Detention Enforcement Officer 

DFS 

Designated Fingerprint Service 

DHS 

Dept, of Homeland Security 

DLEA 

Designated Law Enforcement Agency 

DOC 

Dept, of Commerce 

DOD 

Dept, of Defense 

DOE 

Date of Entry; or Dept, of Energy 

DOJ 

Dept, of Justice 

DORA 

District Office Rapid Adjudication 

DOS 

Dept, of State 
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DP 

Duplicate 

DRO 

Detention and Removal Office 

EABM 

Enforce Apprehension Booking Module 

EAC 

Eastern Adjudications Center 

EAD 

Employment Authorization Document 

EAP 

Employee Assistance Program 

EARM 

Enforce Alien Removal Module 

ECN 

Enterprise Collaborative Network 

EDMS 

Enterprise Document Management System 

EEOC 

Equal Employment Opportunity Commission 

EEV 

Employment Eligibility Verification 

EFF 

Electronic Frontier Foundation 

EFOIA 

Electronic Freedom of Information Act (initiative) 

EIR 

Entrepreneur in Residence 

ELIS 

Electronic Immigration System 

ENFORCE 

Enforcement Case Tracking System 

EOIR 

Executive Office of Immigration Review 

eOPF 

Electronic Official Personnel Folder (eOPF) 

EPA 

Environmental Protection Agency 

ER 

Created in Error 

ERO 

Eastern Regional Office 
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ESC 


Eastern Service Center 


ETC Eastern Telephone Center 

EVD Extended Voluntary Departure 

EWI Entry Without Inspection 

FAA Federal Aviation Administration 

FARES Fees and Applications Receipt and Entry System 

FBI Federal Bureau of Investigation 

FC Failure to Comply 

FCC Federal Communications Commission 

FCO File Control Office 

FD-258 Fingerprint Card 

FDL Forensic Document Laboratory 

FDNS Fraud Detection National Security 

FDNS-DS Fraud Detection National Security - Data System 

FDU Fraud Detection Units 

FED VIP Federal Employees Dental and Vision Insurance Program 

FEGLI Federal Employees Group Life Insurance 

FEHB Federal Employees Health Benefits 

FEMA Federal Emergency Management Agency 

FHA Federal Housing Administration 

FIPS Freedom of Information & Privacy Act Processing System 

FISMA Federal Information Security Management Act 
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FLETC Federal Law Enforcement Training Center 

FMLA Family Medical Leave Act 

FOD Field Office Director 

FOH Federal Occupational Health 

FOIA Freedom of Information Act 

FOSC Fugitive Operations Support Center 

FOUO For Official Use Only 

FPS Federal Protective Service 

FRC Federal Records Center 

FSM Field Security Manager 

FST FOIA Support Team 

G-28 Notice of Entry of Appearance as Attorney or Representative 

G-325 Biographic Information 

G-325A Biographic Information 

G-639 Freedom of Information/Privacy Act Request 

GAO Government Accountability Office 

GIS Government Information Specialist 

GILS Government Information Locator Service 

GPO Government Printing Office 

GSA General Services Administration 

HCFSA Health Care Flexible Spending Account 
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HHS 


Dept, of Health and Human Services 


HQASM Headquarters Asylum Division 

HRIFA Haitian Refugee Immigration Fairness Act of 1998 

HRSA Health Resources and Services Administration 

HSA Health Savings Account 

HSPC Houston Service Processing Center 

HUD Dept, of Housing and Urban Development 

1-90 Application to Replace Permanent Resident Card (Green Card) 

1-129 Petition for Nonimmigrant Worker 

I-129F Petition for Alien Fiancee 

1-130 Petition for Alien Relative 

1-131 Application for Travel Document 

1-134 Affidavit of Support 

1-140 Immigrant Petition for Alien Worker 

1-212 Application for Permission to Reapply for Admission into the United States 
After Deportation or Removal 

1-360 Petition for Amerasian, Widow(er) or Special Immigrant 

1-485 Application to Register Permanent Residence or to Adjust Status 

I-485A Supplement to Form 1-485 

I-485B NACARA Supplement to Form 1-485 Instructions 

1-539 Application to Extend/Change Nonimmigrant Status 

1-551 Alien Registration Card (Green Card) 
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1-589 


1-600 

1-751 

1-765 

1-821 

1-864 

IA 

IBF 

IBIS 

ICE 

ICE-BFU 

ICEPIC 

ICF 

ICS 

IDDMS 

IDENT 

IDMS 

IDP 

IE 

II 

IIRIRA 

n 


Application for Asylum and Withholding of Removal 
Petition to Classify Orphan as an Immediate Relative 
Petition to Remove Conditions of Residence 
Application for Employment Authorization 
Application for Temporary Protected Status 
Affidavit of Support under Section 213 A of the Act 
Immigration Agent; or Investigative Assistant 
Identity and Benefit Fraud (program) 

Interagency Border Inspection System 
Immigration and Customs Enforcement 
ICE Benefit Fraud Unit 

ICE Pattern Analysis and Information Collection. 

Immigration Card Facility 

Information and Customer Service 

Integrated Digitization Document Management Program 

Automated Biometric Identification System 

Identity Management System 

Individual Development Plan 

Immigration Examiner 

Immigration Inspector 

Illegal Immigration Reform and Immigrant Responsibility Act of 1996 
Immigration Judge 
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IMMACT Immigration Act of 1990 

INA Immigration and Nationality Act 

INS Immigration and Naturalization Service (legacy) 

INTCA Immigration and Naturalization Technical Corrections Act of 1994 

INTERPOL International Criminal Police Organization 

10 Information Officer 

IRCA Immigration Reform and Control Act 

IRS Internal Revenue Service 

ISAP Intensive Supervision Appearance Program 

ISCPM Identity and Security Checks Procedures Manual 

ISO Immigration Services Officer (USCIS) 

ISRS Image Storage and Retrieval System 

ISSM Information Systems Security Manager 

ISSO Information Systems Security Officer 

IT Information Technology 

ITSR Information Technology Service Request 

JABS Joint Automated Booking Stations 

JPATS Justice Prisoner and Alien Transportation Service 

JTTF Joint Terrorism Task Force 

KST Known or Suspected Terrorist 

LAPR Lawfully Admitted Permanent Resident 
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LAPS 


Legalization Application Processing System 
LEAD Leadership Education and Development 

LES Law Enforcement Sensitive 

LESC Law Enforcement Support Center 

LIFE Legal Immigration Family Equity (Act) 

LIN Northern Service Center (Lincoln, NE) 

LOU Limited Official Use 

LPR Lawful Permanent Resident 

LULAC League of United Latin American Citizens 

MFAS Marriage Fraud Amendment System 

MOA Memorandum of Agreement 

MOU Memorandum of Understanding 

N-300 Application to File Declaration of Intention 

N-400 Application for Naturalization 

N-565 Application for Replacement of Naturalization/Citizenship Document 

N-600 Application for Certification of Citizenship 

NACARA Nicaraguan Adjustment and Central American Relief Act of 1997 

NACS Naturalization Application Casework System 

NAILS National Automated Immigration Lookout System 

NARA National Archives and Records Administration 

NBC National Benefits Center 

NCIC National Crime Information Center 
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NCJRS National Criminal Justice Reference Service 

NFTS National File Tracking System 

NIIS Non-immigrant Information System 

NLETS National Law Enforcement Telecommunications System 

NLRB National Labor Relations Board 

NOID Notice of Intent to Deny 

NQP Naturalization Quality Procedures 

NR No Record (we are not able to find any record) 

NRC National Records Center / Nuclear Regulatory Commission 

NSA National Security Agency 

NSC Northern Service Center / National Security Council 

NSI National Security Information 

NSRV National Security Records and Verification 

NTA Notice to Appear 

NVC National Visa Center 

NWIRP Northwest Immigrant Rights Project 

OA Office Automation 

OCC Office of Chief Counsel 

OCDETF Organized Crime Drug Enforcement Task Force 

OCIO Office of the Chief Information Officer 

OCSE Office of Child Support Enforcement 
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OEM&S 

Office of Emergency Management & Safety 

OEP 

Occupant Emergency Plan 

OEPC 

Office of Emergency Preparedness and Coordination 

OFR 

Office of the Federal Register 

OIC 

Officer in Charge 

OIG 

Office of the Inspector General 

OIS 

Office of Immigration Statistics 

OIT 

Office of Information Technology 

OMB 

Office of Management and Budget 

OPF 

Official Personnel File 

OPLA 

Office of the Principal Legal Advisor 

OPM 

Office of Personnel Management 

OPSEC 

Operational Security 

ORR 

Office of Refugee Resettlement 

ORS 

Office of Records Services 

OSC 

Order to Show Cause / Office of Special Council 

OSCE 

Office of Child Support Enforcement 

OSI 

Office of Security and Integrity 

OTD 

Office of Training and Development 

OUO 

Official Use Only 

OVC 

Office for Victims of Crime 

OWCP 

Office of Workers’ Compensation Programs 
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PA 

Privacy Act 

PAIC 

Patrol Agent in Charge 

PC 

Peace Corps 

PCII 

Protected Critical Infrastructure Information 

PCQS 

Person-Centric Query System 

PIA 

Privacy Impact Assessment 

PII 

Personally Identifiable Information 

PLAIN 

Plain Language Action and Information Network 

POC 

Point of Contact 

POE 

Port of Entry 

PTA 

Privacy Threshold Assessment 

PTIG 

Privacy Technology Implementation Guide 

RAC 

Resident Agent in Charge 

RAFACS 

Receipt and Alien File Accountability and Control System 

RAIO 

Refugee Asylum and International Operations 

RAPS 

Refugee, Asylum and Parole System 

RAVU 

Refugee Access Verification Unit 

RD 

Redirected to another agency outside DHS 

RDF 

Records Digitization Facility 

RF 

Referred to a DHS component other than USCIS 

RL 

Records Locator 
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RNACS Redesigned Naturalization Application Casework System 

ROH Record Operations Handbook 

RPC Responsible Party Code 

RTD Refugee Travel Document 

SA Special Agent 

SAC Special Agent in Charge 

SAMS Sunflower Asset Management System 

SAO Supervisor Adjudications Officer 

SAVE Systematic Alien Verification for Entitlement 

SAW Special Agricultural Worker 

SBU Sensitive But Unclassified 

SCCLAIMS Service Center CLAIMS 

SDAO Supervisory District Adjudications Officer 

SDEO Supervisory Detention Enforcement Officer 

SDO Supervisory Detention Officer 

SES Senior Executive Service 

SEVIS Student and Exchange Visitor Information System 

SHSI Sensitive Homeland Security Information 

SIG Significant or Special Interest Group 

SII Supervisory Immigration Inspector 

SIO Supervisory Information Officer 

SLOB Service Lookout Book (old way) 
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SORN System of Records Notices 

SPBP Special Public Benefit Parole 

SPOT Screening Passengers by Observation Techniques 

SOR Subject of Record 

SRC Southern Regional Center (Southern Service Center) 

SSA Supervisory Special Agent; or Social Security Administration 

SSC Southern Service Center 

SSI Sensitive Security Information 

SSO Special Security Officer 

STAR System for Time and Attendance Reporting 

TAC Third Agency Checks 

TAP Tuition Assistance Program 

TCDD Training and Career Development Division 

TECS Treasury Enforcement Communication System 

TPO Transformation Program Offices 

TPS Temporary Protective Status 

TSA Transportation Security Administration 

TSC Texas Service Center 

TSP Thrift Savings Plan 

TVA Tennessee Valley Authority 

UC Unit Chief 
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UFA 


Up-front Approver 


UK United Kingdom 

UNHCR United Nations High Commissioner for Refugees 

UNICEF United Nations Children’ s Fund 

USA United States Army 

USACE U.S. Army Corps of Engineers 

USAF United States Air Force 

USC United States Citizen 

U.S.C. United States Code 

USCG United States Coast Guard 

USCIS United States Citizenship and Immigration Services 

USCS United States Customs Service 

USMC United States Marine Corps 

USMS United States Marshals Service 

USN United States Navy 

USNCB United States National Central Bureau of INTERPOL 
USPS United States Postal Service 

USRAP U.S. Refugee Admissions Program 

USSS United States Secret Service 

US-VISIT United States Visitor and Immigrant Status Indicator Technology 

UT Unable to locate (we know a record exists, but it is lost) 

VA Department of Veterans Affairs 
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VAWA 

Violence Against Women Act 

VAWO 

Violence Against Women Office 

VD 

Voluntary Departure 

VIS 

Verification Information System 

VOI 

Verification of Identity 

VTVPA 

Victims of Trafficking and Violence Protection Act of 2000 

VWPP 

Visa Pilot Waiver Program 

WAC 

Western Adjudications Center 

WA/NTA 

Warrant for Arrest/Notice to Appear 

WHO 

World Health Organization 

WHTI 

Western Hemisphere Travel Initiative 

WSC 

Western Service Center (same as California Service Center) 

WTC 

Western Telephone Center 


280 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3793 



APPENDIX G: DEFINITIONS 


The definitions listed below are words and phrases that frequently appear in FOIA and PA 
requests. The list is arranged in alphabetical order. Additional definitions can be located at 
http://www.uscis.gov/portal/site/uscis/menuitem. Select the tab titled “Education and Resource.” 

Access - Includes any form of disclosure, to include oral, visual, or reproduced copy. A 
reproduced copy, whether in paper or electronic format, always satisfies FOIA/PA access 
requirements. 

Agency - Any executive department, military department, Government corporation, Government 
controlled corporation, or other establishment in the executive branch of the Government 
(including the Executive Office of the President), or any independent regulatory agency. This 
does not include the legislative (Congress) or judicial (Courts) branches of the Government, nor 
does it apply to state, local, or foreign government agencies. The Department of Homeland 
Security (DHS) is an agency as defined above. The following are components or bureaus of the 
Department of Homeland Security; United States Immigration and Customs Enforcement (ICE), 
United States Customs and Border Protection (CBP), United States Secret Service (USSS), etc. 

Agency Record - Any tangible recording of information and/or any item, collection, or grouping 
of information, including electronic that is maintained and controlled by an agency. 

Notes or documents which are made by an employee, kept purely voluntarily, not circulated to 
nor used by anyone other than the author, and discarded or retained at the author’s sole discretion 
for his/her own individual purposes are personal records. These are not generally agency records 
because they are not subject to the rules and controls of the agency for records management and 
disposition. These may, however, become agency records for purposes of the FOIA or PA if 
used to carry out an agency function (e.g., as the basis for a performance rating). 

Component - Each separate bureau, office, board, division, commission, service, or 
administration, or agency of a Federal Executive Branch Department. For example: Border and 
Transportation Security (BTS), Citizenship and Immigration Services (USCIS), Federal 
Emergency Management Agency (FEMA), Immigration and Customs Enforcement (ICE) are 
components of the Department of Homeland Security. 

Conditions of Disclosure - Specific provisions in the Privacy Act (5 U.S.C. § 552a(b)(l) 
through (12)) allows the agency to disseminate information from a PA system of records without 
the prior written certification of agreement of the record subject. 

Congressional Committee Request - A request from either House of Congress, to the extent of 
matters within its jurisdiction; a subcommittee thereof; any joint committee of Congress; any 
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subcommittee of any such joint committee. Agencies may not use FOIA or PA exemptions to 
deny records that are the subject of such a request. 

Congressional Request - A request from a Member of Congress on his or her own behalf, or on 
behalf of a constituent. After acknowledgment under congressional correspondence procedures, 
congressional requests are to be processed in the same manner as any other FOIA or PA request. 

Consolidation - Combination of paperwork into a main file. After the service completes work 
on a petition or application, we combine it into the person’s A-file. If the service discovers two 
“unconsolidated” A-Numbers for a person, we combine the two files. One of the A-Numbers 
becomes the “survivor” and the other becomes the “consolidated A-Number.” 

Consultation - Obtaining the views of another DHS component or Federal agency concerning 
the release of information that has been incorporated into immigration documents or a reciprocal 
request. The National Records Center, FOIA/PA Division, makes the final overall determination 
on release. 

Freedom of Information Act Request - A request in writing b y any person for access to any 
record maintained by any Federal agency. Federal agencies are not persons for purposes of 
FOIA. 

Included are requests for access to Privacy Act records of another person without the written 
certification of agreement of the record subject, as well as requests from nonimmigrant aliens for 
access to their own records. 

FOIA/PA Information Processing System (FIPS) - Through the use of imaging, workflow, 
and graphical user interface technologies, FIPS allows USCIS to electronically manage and 
process FOIA and PA requests. 

First Party Requestor - A subject or designated representative asking for access to his/her 
record. A notarized signature or a sworn declaration under penalty of perjury from the record 
subject is required for access to records. 

Forms - Various government forms available from www.uscis.gov/portal/site/uscis that are 
provided for the use of Requestors and their representatives when submitting a FOIA or PA 
request with USCIS. The more common forms include: 

• G-28 - Notice of Entry of Appearance as Attorney or Representative - This form is used 

for information purposes only. It should be signed by the attorney or representative and 
by the subject of the record. Does not qualify for certification of agreement unless the 
attorney or representative has inserted the penalty of perjury statement and the subject of 
the file has signed the document. 
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• G-639 Freedom of Information/Privacy Act Request - This form can be used to make a 

FOIA/PA request. When completed it provides enough information to complete an 
extensive search for records. 

Individual - The PA describes an individual as follows: a U.S. Citizen (U.S.C.) or alien 
lawfully admitted for permanent residence (LPR). Conditional residents are considered LPRs. 
Corporations and organizations are not individuals. 

Multi-track System - USCIS utilizes a three-track system to process all FOIA requests. 


Track Drop-Down List 

Track 


H 


gjjjgi 

fill 

H M 

mm 




: 2 




• Track 1 is used for the less complex cases. These are cases where only one Two or three, 
specific documents are being requested from the file. 

• Track 2 is used for the more complex cases. A complete copy of a file, requests from the 
news media or special interest groups are considered Track 2 cases. 

• Track 3 is used for cases that specifically involve individuals who have been scheduled to 
appear before an immigration judge. 


To view the track history of the active case, click the Track history icon next to the 
Track drop-down list. 


Track History Icon 



[Track history 


The track history appears in a separate pop-up window. 
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Track History Displayed 



Privacy Act Amendment Request - A request from a U.S.C. or LPR to amend, expunge, or 
correct information in his/her PA record that the individual believes is not accurate, relevant, 
timely or complete. 

Privacy Act Record - Any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. This information includes, but is not 
limited to, a person’s education, financial, medical, criminal or employment history. 
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Privacy Act Request - A request in writing submitted either in person or by mail, for records 
that are contained in a Privacy Act system of records. The records must be under the control of 
DHS and be retrieved by the name of the Requestor or other personal identifier. Requests are 
received from: 

• A USC or LPR for access to his/her own records, or 

• A third-party with a signed privacy waiver from the record subject acting on the subject’s 
behalf, or 

• The parent of an LPR or USC minor child or the legal guardian of a person declared 
incompetent by a court of competent jurisdiction. 

Records Custodian - The official responsible for the maintenance, security, control, and final 
disposition of official records that are required by law, regulation, or other directive to be kept by 
the Agency. 

Referral - Information found in immigration records - the forwarding of a record that originated 
with another component of DHS or another Federal agency for direct response to the FOIA/PA 
Requestor. Also includes transferring responsibility for responding to a request regarding the 
release of records to the DHS component best able to determine whether to disclose, or to the 
Federal agency that originated the record. 

Retire - The service sends the A-file to the Federal Records Center (FRC) after a number of 
years have passed with no activity. This is called “retiring” the file. Occasionally, we have to 
request a retired file from the FRC. 

Rider - A person who is also listed on a petition or application that will also benefit if that 
petition or application is approved. For example, a woman applying for asylum lists her husband 
and two children on her asylum application. They are riders. 

Routine Use - An established use and authority for disclosure of records from a Privacy Act 
System of Records, other than an intra-agency disclosure. Disclosure or use must be for a 
purpose that is compatible with the purpose for it was collected, that would be otherwise 
prohibited by the PA. Such disclosures do not require the written certification of agreement of 
the record subject, but require Federal Register publication prior to such use. 

System of Records - A group of any records under the control of an agency from which 
information is retrieved by the name of the individual or by some other identifying number, 
symbol, or identifying particular assigned to the individual. 

Third Agency - Other administrative agencies of the Executive Branch of the Federal 
government, including other components of DHS. 
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Third Party Request - A request from any person for access to another individual’s record 
without that individual’s written certification of agreement. The identity of a third party 
Requestor and his/her relationship to the subject does not increase (or decrease) his/her rights of 
access to the records. 

White House Inquiries - An official request from any member of the White House staff, or 
letters of the President forwarded to the agency for response. 
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APPENDIX H: CASE CREATE FLOW CHARTS 
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Case Create flow Chart for All my records. 
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Case Create Flow Chart for Specific Docs 


Entry/Exit, Border Incident, Receipt flle " PetltlGn “ 
Removal, Departure, 1-94 or I-129F or 1-130 
arrests 


VOi (+ consent if needed}? 

Yes No 


A-Number 

provided? ■ — 


yes No 


Search, Did 
you find an A- 




FC ft 


Visa Info, B1/B2, U or T visa SEViS info, F, J or M visa 


Has the petition been 
consolidated into the A-File? 

Yes No 


Doyou have Do you have 

VOi (and if VOI (and if 

needed, needed, 

consent) from consent) from 

Beneficiary? either the 

— ! — Petitioner or 


beneficiary or 
both? 


VOI (+ consent if needed)? 


VOI ( + consent if needed}? 

Yes No 


provided? 


Yes No 



Search, Did 
you find an A- 
Number? 


Yes No 


— £ Staff for 

Staff for the the file, 

receipt file 


Did you find a 
receipt file that 
would relate to 
the visa? 


Search, Did 
you find an A- 
Number? 


Yes No 


S g 3 3 

o 0 0Q 0 

0 0 w JH 

a ^ 


“ 5 5 o 

3 £ * +- 
u S 

« 3 g o 

c 

i) ■c £ c 

U« 22 

lift 


oy 5 g 
V GO 0 
CQ 0 

^ <fi c 0 
^ ed J 3 

C 0 ® £ 

e-s 


Si si 

* TjS.fi 
^ o < 3 

St J 
B|s* 

fc t* v £ 

fc'S 3 ® 

6 <D fl jj 

w®oS 

Js o! 
<r ft o 

0 &T 3 rn 

E 

0 * § J 

g ft » S' 


Yes No 


Staff for the 

RDto 

receipt file, 

Dept of 


State 


OgSlJ 

fltf T 3 M 

<|aga 



LOST RLE FLOWCHART - MORE THAAI 60 DAYS 



WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3803 









LOST FILE FLOWCHART - LESS THAM 60 DAYS 
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JULIAN DATE CALENDAR 

PERPETUAL 


Day 

Jan 

Feb 

Mar 

Apr 

May 

Jun 

Jut 

Aug 

Sep 

Oct 

Nov 

Dec 

Day 

1 

001 

032 

060 

091 

121 

152 

182 

213 

244 

274 

305 

335 

1 

2 

002 

033 

061 

092 

122 

153 

133 

214 

245 

275 

306 

336 

2 

3 

003 

034 

062 

093 

123 

154 

184 

215 

246 

276 

307 

337 

3 

4 

004 

035 

063 

094 

124 

155 

185 

216 

247 

277 

308 

338 

4 

5 

005 

036 

064 

095 

125 

156 

186 

217 

248 

278 

309 

339 

5 

6 

006 

037 

065 

096 

126 

157 

187 

218 

249 

279 

310 

340 

6 

7 

007 

038 

066 

097 

127 

158 

188 

219 

250 

280 

311 

341 

7 

8 

008 

039 

067 

098 

128 

159 

189 

220 

251 

281 

312 

342 

8 

9 

009 

040 

068 

099 

129 

160 

190 

221 

252 

282 

313 

343 

9 

10 

010 

041 

069 

100 

130 

161 

191 

222 

253 

283 

314 

344 

10 

11 

011 

042 

070 

101 

131 

162 

192 

223 

254 

284 

315 

345 

11 

12 

012 

043 

071 

102 

132 

163 

193 

224 

255 

285 

316 

346 

12 

13 

013 

044 

072 

103 

133 

164 

194 

225 

256 

286 

317 

347 

13 

14 

014 

045 

073 

104 

134 

165 

195 

226 

257 

287 

318 

348 

14 

15 

015 

046 

074 

105 

135 

166 

196 

227 

258 

288 

319 

349 

15 

16 

016 

047 

075 

106 

136 

167 

197 

228 

259 

289 

320 

350 

16 

17 

017 

048 

076 

107 

137 

168 

193 

229 

260 

290 

321 

351 

17 

18 

018 

049 

077 

108 

138 

169 

199 

230 

261 

291 

322 

352 

18 

19 

019 

050 

078 

109 

139 

170 

200 

231 

262 

292 

323 

353 

19 

20 

020 

051 

079 

110 

140 

171 

201 

232 

263 

293 

324 

354 

20 

21 

021 

052 

060 

111 

141 

172 

202 

233 

264 

294 

325 

355 

21 

22 

022 

053 

081 

112 

142 

173 

203 

234 

265 

295 

326 

356 

22 

23 

023 

054 

082 

113 

143 

174 

204 

235 

266 

296 

327 

357 

23 

24 

024 

055 

063 

114 

144 

175 

205 

236 

267 

297 

328 

358 

24 

25 

025 

056 

084 

115 

145 

176 

206 

237 

268 

298 

329 

359 

25 

26 

026 

057 

085 

116 

146 

177 

207 

238 

269 

299 

330 

360 

26 

27 

027 

058 

086 

117 

147 

178 

208 

239 

270 

300 

331 

361 

27 

28 

028 

059 

087 

118 

148 

179 

209 

240 

271 

301 

332 

362 

28 

29 

029 


068 

119 

149 

180 

210 

241 

272 

302 

333 

363 

29 

30 

030 


069 

120 

150 

181 

211 

242 

273 

303 

334 

364 

30 

31 

031 


090 


151 


212 

243 


304 


365 

31 
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JULIAN DATE CALENDAR 

FOR LEAP YEARS ONLY 


Day 

Jan 

Feb 

Mar 

Apr 

May 

Jun 

Jul 

Aug 

Sep 

Oct 

Nov 

Dec 

Day 

t 

001 

032 

061 

092 

122 

153 

183 

214 

245 

275 

306 

336 

1 

2 

002 

033 

062 

093 

123 

154 

184 

215 

246 

276 

307 

337 

2 

3 

003 

034 

063 

094 

124 

155 

185 

216 

247 

277 

308 

338 

3 

4 

004 

035 

064 

095 

125 

156 

186 

217 

248 

278 

309 

339 

4 

5 

005 

036 

065 

096 

126 

157 

187 

218 

249 

279 

310 

340 

5 

6 

006 

037 

066 

097 

127 

158 

188 

219 

250 

280 

311 

341 

6 

7 

007 

038 

067 

098 

128 

159 

189 

220 

251 

281 

312 

342 

7 

8 

008 

039 

068 

099 

129 

160 

190 

221 

252 

282 

313 

343 

a 

9 

009 

040 

069 

100 

130 

161 

191 

222 

253 

283 

314 

344 

9 

10 

010 

041 

070 

101 

131 

162 

192 

223 

254 

284 

315 

345 

10 

11 

Oil 

042 

071 

102 

132 

163 

193 

224 

255 

285 

316 

348 

11 

12 

012 

043 

072 

103 

133 

164 

194 

225 

256 

286 

317 

347 

12 

13 

013 

044 

073 

104 

134 

165 

195 

226 

257 

287 

318 

348 

13 

14 

014 

045 

074 

105 

135 

166 

196 

227 

258 

288 

319 

349 

14 

15 

015 

046 

075 

106 

136 

167 

197 

228 

259 

289 

320 

350 

15 

16 

016 

047 

076 

107 

137 

168 

198 

229 

260 

290 

321 

351 

16 

17 

017 

048 

077 

108 

138 

169 

199 

230 

261 

291 

322 

352 

17 

18 

018 

049 

078 

109 

139 

170 

200 

231 

262 

292 

323 

353 

18 

19 

019 

050 

079 

110 

140 

171 

201 

232 

263 

293 

324 

354 

19 

20 

020 

051 

080 

111 

141 

172 

202 

233 

264 

294 

325 

355 

20 

21 

021 

052 

081 

112 

142 

173 

203 

234 

265 

295 

326 

356 

21 

22 

022 

053 

082 

113 

143 

174 

204 

235 

266 

296 

327 

357 

22 

23 

023 

054 

083 

114 

144 

175 

205 

236 

267 

297 

328 

358 

23 

24 

024 

055 

084 

115 

145 

176 

206 

237 

263 

298 

323 

359 

24 

25 

025 

056 

085 

116 

146 

177 

207 

238 

269 

299 

330 

360 

25 

26 

026 

057 

086 

117 

147 

178 

208 

239 

270 

300 

331 

361 

26 

27 

027 

058 

087 

118 

148 

179 

209 

240 

271 

301 

332 

362 

27 

28 

028 

059 

088 

119 

149 

180 

210 

241 

272 

302 

333 

363 

28 

29 

029 

060 

089 

120 

150 

181 

2ii 

242 

273 

303 

334 

364 

29 

30 

030 


090 

121 

151 

182 

212 

243 

274 

304 

335 

365 

30 

31 

031 


091 


152 


213 

244 


305 


366 

31 


USE IN 2004, 2008, 2012, 2016, 2020, 2024, ETC. 
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APPENDIX I; ALIEN NUMBER ASSIGNMENT 
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ISSUED SHB-1SNSO 

PHYSCIAL FILES 

AOfii'GOO-OCC: 

A Oil-999-999 





ABJFSIWENTS 

PHYSCLAL FILES 

ACUWCCO: 

A 014-999-999 

CREWMAN 

PHT-SC1AL FILES 

A ai5-06frOCB 

AOtS-999-999 


ADJUSTMENTS 

FSYSCIAL FILES 

A 017-005-000 

A 029-999 999 





VISA [STATE DEPT? 

PSYSCIAL FILES 

A OSD-OO&OOEE 

A 069-999-999 

A&JKSTKZHT& 

PHYSC1AL FILES 

A 07000C-000 

A 070-49 1-200 

FAMILY FASRSESS 

PS1SCXAL FILES 

A 070-4*1-201 

A 070-509-300 





ADJUSTMENTS 

PHYSCIAL FILES 

ACTO-STOtfCl 

A 070-5.27-200 

FAMILY FAIRNESS 

P8YSCIAL FILES 

A G7Q-S27-20I 

A 070-987-200 

ADJUSTMENTS 

PHCSCZAlr FILES 

A 070-987-201 

A 077-535-951 





K3S8V0 

FHYSCIAL FILES 

A &77-536-9S3: 

A 077-537-451 

adjustments. 

PSYSCIAI- FILES 

A 07&537-452 

A 070-999-999 

BORDER APPREHSUBLOSS- 

ELECTRONIC ONLY 

A CRG-OOS-COO 

A 055-899-999 





AD JU 5TMEHT £• 

PS55C1AL FILES 

A 05:6^90!>C00 

A 059-999-999 

LEGALIZATION 

FfTi'SCIAL FILES 

A 09C-000-002 

A 095 -999-999 


TEMPORARY PROTECTIVE. STATUS fEKrl 

PSYSCIAL FILES 

A 0^4-002-000: 

A 094-250-500 





TEMPORARY PROTECTIVE STATUS (TPS? 

PSYSCIAL FILES 

A C54-32S-751 

A 094-334-250 

HLTEF2CAXE SET Cfi 

PtFYSOIAL FILES 

A 054-250-501 

A 094-323-7SG 

HURRICANE M2TCH 

PHYSCIAL FILES 

A 094-334-251 

A 094-384-250 





TEMPORARY PROTECTIVE STATUS jTPSl 

PK75C3AL FILES 

A 054 -354251 

A 094-399- 500 

KOSOVO 

PHYSCIAL FILES 

A 054-394 501 

A 094-404-75© 

TEMPORARY PROTECT IVE STATUS {TPS} 

PSTCCIAL FILES 

A 054-404-75! 

A 094-5C0-000 





KOSOVO 

PSXSCUL FILES 

A 054- 502-001 

A 094-527-000 

TEMPORARY PROTECTIVE STATUS (IPS! 

P&Y5CIAL FILES 

A OP 4-702-000 

A 095-099-999 

NSC ORPHANS 

PHYSCrlAL FILES 

A 054-504001 

A 094-502-QC© 





NSC ORPHANS 

PHYSOIAL FILES 

A 054-527-001. 

A 094-523-000 

REFUGEES 

PHY5CUE FILES 

A 05-4-525-001 

A 094-328-000 
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KEFEKSEZS 

PKYS0IAL TILT’S 

A 034-<5SS-OCi 

A CS4--74P-'999 





AC-JUST38ZWTS 

PHYSCIAL FEES 

a ffiss-iao-scffi 

A 095-749-999 

LIFE- ACT 

FKYSCIAL- FILES 

A 996-7-50-900 

A 095-999-999 

ASLR?5Ta£E3F?S 

PHYSCIAL FILES 

A OST-OOG-OOC 

A ClS S -C'9‘9-9-9'9- 





ASvU2ST3ff£NT5 

PKYSCIAL FILES 

A 99W- *90-900 

a 099-099-999 

ABJUSTSffESrTS 

PHYSCIAI- FILES 

A 009- *00-000 

A 099-299-999 

tiBJU&nssms 

PHYSCIAL FUSS 

A Q99-2OG-S00 

A 













A3&E3 STSSESETS 

PKYSCIAL TILES 

A .200-000-000 

A 20 3:-303~999 

KOI tSSSSED 

HOT ISSUED 

A 2^-a>X->5CC* 

A -20:49-999-999 





AIWUSTSE5AT5 

PKYSCIAL FILES 

A 29S-99&-9Q& 

A 205-999-999 

HOT ISSUED 

SOT ISSUED 

A 20<5-0<XM>0e 

A 2C-9-C00-000 


abjestkessts- 

FHYSCIAL FILES 

A 2IO-0OO-OGO 

A 2:3 1 999-999 






KEFBS&E& 

PHYSCIAL FILES 

A 2 12-000-000 

A 212-399999 

A£vJUST3AEWTS 

HOT ISSUED 

A 212-400-000 

A 299^999-999 

SOT ISSUED 

WOT 1SSJSD 

A. 500-000-000 

A 300-299999 





AOJU5T&.EKT 

PHTSCIAL FILES 

A 3O0-3IftVOC:O 

A 300-122-501 

NOT ISSUED 

HOT ISSUED 

A 390-322-502 

A 999-999-999 


LETkSER: 

■CREWMAB': Pr-flwjs wsd iaxtatarnii-iic-a «rie? hare- seer iseasdts Ajmml Cnnmstr. LgerfeSaag Permit ses ?ie&tSS*»::«a Card* jgra-aj*:.. T3aa =§cri« si 
suas&srs srs Ss*-sSik2s issuing; such -cas&s. 

ELZOTSSHXC OSflY:: K* pfeystoa- jac5:s43 art crafted. 

SHYOAL FILES: A-Hunter *itfc A-FLle. Jactata; 
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APPENDIX J: 16 RULES OF CASE CREATE 


1 . Read the entire request, including all Requestor documents and case supporting documents. 
Look for specific language on the bottom of the G-639. What are they requesting? This will give 
you direction before you start filling in the worksheet. 

2. Search for duplicate cases before you fill out the worksheet. Search by A number, if 
provided, and the subject’s first and last name. Send any duplicate cases and/or documents that 
belong to a previous case (such as CSD’s, Requestor documents, or track changes) to the 
Research queue. 

3. Make sure we have valid certification of agreement, and VOI (DOB and COB). If not, close 
as TD or FC, including a Discussion of your reason for closing it. If you have a question, consult 
a supervisor. 

4. If we have everything in rule 3, we do not send for Requestor documentation except in cases 
that do not meet Reasonable Description of Records Being Sought (section 7.3 of the guide). If 
you feel there are extenuating circumstances that require you to go out for additional 
information, you must get supervisor approval and case note the reason. 

5. If you do not immediately find a person, search PCQS every time. Use the symbol to 
search for double last names. Example, Juan Rodriguez Martinez would be searched under last 
name as “rodriguez*” This will catch every last name that ends with Rodriguez plus all other 
last names, including names that are hyphenated. If you do not find Juan Rodriguez Martinez, 
try reversing the last name to Juan Martinez Rodriguez. Also set the parameters in PCQS so that 
it searches at least +/- 3 months on both sides of the birthday. 

6. Cross-reference everything you find in PCQS with CIS. If there is a discrepancy between 
PCQS and CIS, seek out a supervisor for advice. 

7. If you do not immediately find a person, always check the date of entry on the request. 

Always do a Records Indexing staffing on subjects who entered prior to 1975. 

8. Always Staff, Redirect, or Refer cases based on what is responsive to the request, meaning 
what they ask for, and not necessarily what they provide. For example, if they ask for voluntary 
departure information in 1999, don’t staff for a receipt file just because they listed it on the back 
of the G-639. It is not responsive to the request. Always refer to the track 1 and 2 flow charts if 
you are unsure how to proceed. Make sure you are addressing the whole request. If they ask for 
a copy of their 1-94 and deportation records, you will need to RF them to CBP and include ICE 
information or vice versa. 
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9. Use the address listed on the G-639. If you cannot read the address listed on the G-639, or the 
address is from a consular office, or a congressional office, you may use the address listed on the 
G-28, or other documents in the request, such as an envelope. If you find no other address, insert 
a Discussion and send the case to Unit Chief. Don’t forget to look for apartment or suite 
numbers, which are to the far right of Form G-639, and always double check the address. 

10. Make sure you are marking the correct track and it matches the category. Specific requests 
for 3 documents or less are track 1 cases, except in asylum or refugee cases. You must add the 
specific language on the request (or as close as possible to their language) to the 
acknowledgment letter if it is a request for Specific Documents. 

1 1 . Make sure you address any Track 3, expedited or fee waiver requests. FOIA/PA assistants 
may approve or deny Track 3 requests. If there is no cover sheet, you must send expedited and 
fee waiver requests to Unit Chief for approval, or denial, and a supervisor will return it to you to 
create the letter. If the case is being closed as a NR, RD, RF, DP, or NA, you do not mark it as 
expedited, or fee waiver request. If there was an expedited or fee waiver request that was 
approved or denied, change it back to “Not Requested” and save it before you send the case to 
Up-Front Approver. 

12. Do not staff for A-Files that have been lost for more than 9 months. Follow the instructions 
on the lost file flow chart at Appendix H of the guide. A-Files lost for less than 9 months should 
be staffed and pended per the instructions on the lost file flow chart, along with any other 
responsive files such as T-Files and unconsolidated receipt files. Always unmark the circular 
search field when you cancel a lost file staffing. Also, when you staff for additional files such as 
a receipt file or lost file, you must first uncheck circular search and hit save, then staff for the 
additional files, and then recheck the circular search field and hit save again. If you do not do 
this, the additional staffmgs will be marked as a lost file and the staffings will not get processed. 

13. You must e-mail a supervisor when you change tracks on a case. Just changing the track 
and hitting save will not move the case to the appropriate queue. 

14. Proofread your final action letters. Make sure what you are telling them makes sense. There 
are some final action letters such as FC letters and NA letters that you must change. 

Specifically, you will need to change the dates or you may need to remove certain paragraphs. 
You should not bold, highlight, or underline anything on any of the letters generated by FIPS. 

15. The only time you do not have to create a Discussion is when you have all VOI and 
certification of agreement, it’s a straightforward request, an ordinary staffing, there are no 
unusual circumstances, and you pend for responsive records. Any other time, you should create 
a Discussion. The Discussion should describe what actions you took. The Discussion should be 
short and to the point, but adequately describe any important facts or issues such as “closing as 
NR, searched CLAIMS, CIS, PCQS, sending screen prints to be scanned as CSD”, or “Sending 
case to Unit Chief, NFTS is currently down”, or “Switched tracks from track 1 to track 2, e- 
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mailed supervisor to move to proper queue”. Discussions are the first thing a supervisor reads 
and they should immediately be able to tell what actions have been taken in the case and what 
issue needs to be addressed. 

16 . Unit Chief is not an outlet for questions and should primarily be used after hours when no 
supervisor is available, or when there are system problems such as NFTS or PCQS outages. If 
you are stuck on a case, please leave your cube and seek out a supervisor. Please call by phone 
only as a last resort, because it is harder to give the correct advice without being able to see all 
the facts. You must include a Discussion in any case you send to Unit Chief. The Discussion 
must adequately describe the nature of the problem, or the supervisor will send the case back to 
you for clarification. 

I have read these rules and understand them. I agree to seek clarification with my supervisor if it 
becomes necessary to deviate from these rules: 


Signature: 


Date: 
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APPENDIX K: RECORD OF REVISIONS 

(showing revisions after September 28, 2015) 


October 23, 2015 

We have updated section 8.13 REQUESTS: Inmate in Federal Custody of the FOIA/PA 
Assistants Guide as follows (new information in red): 

8.13 REQUESTS: Inmate in Federal Custody 

The Bureau of Prisons (BOP), an agency of the U.S. Department of Justice, will not deliver 
incoming mail to a person housed in their custody unless it contains the subject’s Register 
Number. Upon entry into BOP custody, each inmate is assigned an eight digit Register Number 
(i.e. xxxxx-xxx) by which he/she is identified throughout his/her commitment. The first five 
digits are unique identifiers for that specific inmate, the last three digits, separated from the first 
five by a dash, indicate the jurisdiction from which the inmate originally entered the corrections 
system. It is imperative that the correspondence contain the Register Number in the proper 
format. BOP Register numbers are created for the subjects in the name in which they received a 
conviction sentence from a federal court or a legal document charging them of an immigration 
violation and/or removal. This name could be their birth name or an alias name. 

ICE will not deliver mail to an ICE detainee unless we include the alien number in the address. 
Please include the alien number in the address of an ICE detainee, if you are addressing 
correspondence to the alien in the ICE detention facility. In order to avoid PII spills, OA will 
prepare an outer envelope without the alien number and mail it in that. 

If the inmate is not in federal custody (i .e., Bureau of Prisons location or ICE detention facility) 
but held at a non-federal correction facility (such as a state prison or county jail), DO NOT put 
the alien number in the address. 

We have updated section 12. 16 Receipt Numbers of the FOIA/PA Assistants Guide as 
follows (new information in red, deleted information in strikethrough) : 

Section 12.16 Receipt Numbers 

If th e p e tition e r is th e R e qu e stor, and if th e p e tition has b ee n consolidat e d into th e b e n e ficiary’s 
A fil e , th e n th e b e n e ficiary is always th e subj e ct of r e cord. W e must addr e ss any corr e spond e nc e 
about that p e tition citing th e b e n e ficiary as th e “subj e ct of r e cord” or th e “r e cords’ subj e ct.” For 
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that r e ason, e v e n though th e Requestor may hav e list e d th e p e tition e r as th e subj e ct of r e cord, if 
you discov e r that th e p e tition is consolidat e d into th e b e n e ficiary’s fil e , you must chang e th e 
nam e of th e subj e ct in - FIPS to th e b e n e ficiary. Th e h e n e fioiary’s A numb e r - go e s in th e A 
numb e r fi e ld, e v e n if th e R e qu e stor e nt e r e d th e p e tition e r’s A - numb e r on th e G - 639. 

If you discover that the petition is consolidated into the beneficiary’s file, and you do have 
consent from the beneficiary, you must change the name of the subject in FIPS to the 
beneficiary. The beneficiary’s A-number goes in the A-number field, even if the Requestor 
entered the petitioner’s A-number on the G-639. We must address any correspondence about 
that petition citing the beneficiary as the “subject of record” or the “records’ subject.” This is 
legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record in order to staff for 
the record. 

If the petition is consolidated into the beneficiary’s file, and you do not have consent from the 
beneficiary, you will close the case as Total Denial and include the following blurb as the second 
sentence in the first paragraph of the TD letter: 

“It is the policy of USCIS to file any adjudicated petitions, such as 
the Form I-129F or Form 1-130 in the beneficiary’s record after 
issuance of a visa. Beneficiary consent is required to obtain any 
petitions from their record.” 

This is legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record. If we are staffing 
the subject of record’s A-file, and if the Requestor is not the same person as the subject of 
record, then we need certification of agreement from the subject of record. 

If the petition has not been consolidated into the beneficiary’s A-file, whether the petitioner or 
the beneficiary is the Requestor, we may staff for it. In this situation, we list the subject of record 
the way it is listed in the request letter, whether the petitioner or the beneficiary. 

PCQS or CLAIMS screen-prints usually would not provide the Requestor with the information 
he or she is requesting, because the Requestor is asking for a copy of the file. Rarely, a petitioner 
may only need a particular piece of information, such as proof of filing to prove Section 245i 
eligibility. If that is the situation, and we have the petitioner’s VOI (and certification of 
agreement, if necessary) then you should provide those screen-prints with a RAF ACS staffing. 
This is not usually what happens, so providing screen prints is an exception, not the rule. 

December 14, 2015 
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We have updated section 6. 3. 4. 3, Deferred Action for Childhood Arrival of the FOIA/PA 
Assistant’s Guide as follows (new information in red): 

6.3.4.3 Deferred Action for Childhood Arrival 



Please select Category: Deferred Action for Childhood Arrival in any of the 
following circumstances: 

• If the subject of record mentions DACA or Deferred Action for Childhood 
Arrival 

• If the subject mentions being a child on arrival in the United States 

• If the subject mentions the "DREAM Act" and you can tell he or she is 
referring to DACA 

• If you see evidence that the person filed Form I-821D in CLAIMS or PCQS. 

Exception: If the FCO is SFR, please select SFR as the category. SFR has priority. 


We have updated various sections that referred to 12.7.12, 12.7.13 and 12.7.14, none of 
which exists. Changed all to the correct references in the FOIA/PA Assistant’s Guide as follows 
(new information in red, d e l e t e d information in strik e through ): 

12. 14 EAD numbers (100,000,000 through 199,999,999) 

If the alien number provided by the Requestor is 100,000,000 through 199,999,999, it is an EAD 
(Employment Authorization Document) card number. There is no physical A-file associated 
with EAD numbers, even though they can be researched in CIS. You will have to research 
CLAIMS to locate the receipt number that corresponds with the EAD number, and then request 
that receipt number. Please refer to sections 12.7.12 12.16and 12.7.13 12,18.12.3 for additional 
information. If the receipt has been destroyed, follow instructions in 12.7.11 12. 1 8. 14. 

12. 18. 12.4 If the Requestor specifies a receipt file, and the receipt has not been consolidated, 
you may have VOI (and certification of agreement, if necessary) from either party and you may 
staff for the file if it is available in records. If you are unsure of whether you need certification 
of agreement, please refer to section 7 of this guide. If the receipt is not available in records, 
please refer to sections 12.7.13 12.18.6 and or 12.7. 44 12.18.14 If it is available in records in 
NFTS, first verify the receipt number belongs to the subject, then staff for that receipt file. 


32. 1 1.2 If the receipt file is marked Lost, File Destroyed, File Cannot Locate, or Rejected, 
please refer to section 12.7.11 12.18.14, Receipt files; Lost receipt file, File destroyed, File 
cannot locate or File Rejected. 


12.12.4 Empty Jackets 
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If NFTS indicates the file as an “Empty Jacket,” you will normally not create a file request. The 
only time you ever staff for an empty jacket is if the FCO is HAV. If you are unsure, please 
contact FST. If the FCO is not Havana, and the only A-number you found is an empty jacket, 
your next step is probably to conduct a no records search, depending on the situation (No Record 
instruction is at Section 12.18.6). If you found a receipt file, please refer to Section 12.7.12. 
12.18.12 


12.18.14 Receipt files; Lost receipt file, File destroyed, File cannot locate or File Rejected 


If NFTS shows a receipt has been “Deleted,” please refer to section 9.2. Section 12.18.14 is only 
for files that show Lost, Destroyed or Rejected in NFTS or if we receive a staffing response 
saying “File cannot locate.” 

February 10, 2016 

We have updated section 7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) of 

the FOIA/PA Assistant’s Guide as follows (new information in red, deleted information in 
strikethrough) : 

7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) 

In addition, on February 17, 201 1, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. W e will continu e to acc e pt th e s e , as 
long as th e y ar e notariz e d or sign e d und e r p e nalty of p e rjury or includ e a sworn Jurat/ Affidavit. 
A current photo ID, if not notariz e d or accompani e d by a d e claration und e r p e nalty of p e rjury 
sp e cifically att e sting to th e information on th e photo ID, is for information purpos e s only and is 
net can be used for verification of identity. 


We have updated section 7.2 Verification of Identity (VOI) of the FOIA/PA Assistant s 
Guide as follows (new information in red, deleted information in strikethrough) : 

7.2 Verification of Identity (VOI) 

In addition, on February 17th, 201 1, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. W e will continu e to acc e pt th e s e , as 
long as th e y ar e notariz e d or sign e d und e r p e nalty of p e rjury or includ e a sworn Jurat/ Affidavit. 
A current photo ID, if not notariz e d or accompanied by a d e claration und e r p e nalty of p e rjury 
sp e cifically att e sting to th e information on th e photo ID, is for information purpos e s only and is 
net can be used for verification of identity. 
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We have updated paragraph 9 . 2 . 2 , under section 9.2 Redirection of the FOIA/PA 
Assistant’s Guide as follows (new information in red): 

9.2.2 If it is a general request for “My Complete A-File” or “All my records,” you must conduct 
a search for responsive records. If you find an A-file, you should create the case and staff for the 
file. If unable to find the A-file, we are still required to provide any other records we find, 
including any applications, petitions, etc... However, unless receipt files are specifically 
requested, we will not produce receipt files in responding to an “All My Records” request. Please 
refer to the flow charts at Appendix H. Before you redirect the case, you must verify we have no 
responsive record. When conducting research, do the queries and provide screen prints of CIS 
9103, CIS 9102, CIS 9104 and PCQS or CLAIMS searches. There should be no less than two 
pages and may be lengthier if the subject has provided multiple names. If the receipt is located at 
the NVC, do not redirect to the NVC. Have the screen prints of the receipt scan in as responsive 
records. Make sure the track is TRACK I. Create the request using RAF ACS (not 

RAF ACS/CIS). Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive records for the case number 
you have just created, attach it to the screen prints to OneNote and send an email to 
FOIAPROGRAM.NRC@uscis.dhs.gov. On the subject line, put the control number and SOR’s 
name. Pend the case. 

We have updated section 32.8.2 The Requestor/subject may not return the VOI or 
certification of agreement we asked for of the FOIA/PA Assistant’s Guide as follows (new 
information in red, deleted information in strikethrough) : 

32.8.2 The Requestor/subject may not return the VOI or certification of agreement we asked for. 
If so, generate a FC letter and replace the contents of the letter with the appropriate FC letter 
depending on the version of the G-639. Create a Discussion explaining the FC. Send the case to 
the Up-front Approver when you are finished. 

The two three versions of the FC letter: 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_G- 
639_Unperfected Letter_for_3-31-2015 or 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_Unperfected 
Letter or 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_Unperfected 
Letter for Older G-639 version 

We have updated all unperfected letters by deleting the following sentence as follows 
(deleted information in strikethrough): 


304 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 

Updated on March 28, 2016 


3817 



Simply providing a copy of a birth c e rtificat e , driv e r’s lic e ns e , or ali e n card for th e r e cords 
subj e ct will not fulfill this r e quir e m e nt. 

February 29, 2016 

We have updated section 6 . 1 . 1 . 10 . rules for entering information on the 

FIPS WORKSHEET of the FOIA/PA Assistant’s Guide as follows (new information in red, 
d e l e t e d information in strik e through ): 

6. 1 . 1 . 10 If the request came to us on Form G-639, you should use the name and address 
of the Requestor in Section, “Requestor Information.” 

If you have a conflict between addresses on a properly filled out G-639 and G-28, please use 
the address on the G-28. 

If th e r e qu e st is on Form G 639, pl e as e do not us e th e addr e ss on th e env e lop e , or Form 
G 28 or l e tt e rh e ad as th e R e qu e stor addr e ss without first sp e aking with a sup e rvisor 
about it, and aft e r you do, cr e at e a Discussion saying you did so. If th e r e is, a cov e r l e tt e r or 
oth e r docum e nt sp e cifying that th e r e cords should b e s e nt to a diff e r e nt addr e ss than th e on e 
sp e cifi e d on th e r e qu e st, us e th e on e th e R e qu e stor sp e cifi e s. Pl e as e cr e at e a Discussion 
e xplaining why you ar e not mailing it to th e addr e ss in Requester Information-. 

If the request is not on Form G-639, please use the address that is on the letter unless the 
Requestor specifies a different address. If you are unsure, please consult a supervisor and add a 
Discussion explaining your decision. 

If the Requestor included a G-28, please look to see if the Requestor is an attorney. If the 
Requestor is an attorney, please look at the name of the firm. If the name of the firm includes the 
attorney’s name, please make the second line of your address “Attorney at Law.” If the name of 
the firm does not include the attorney’s name, please make the second line of the address the 
name of the firm. If the Requestor is not an attorney, then simply use the address that is in the 
Requestor Information block of the G-639. For further guidance, please refer to section 6. 1 . 1 . 17 
of this guide. 


March 28, 2016 
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We have updated and changed the name of section 12.i8.i6 Creating staffing 
and Acknowledgement letters for ELIS cases to Creating Staffing and Acknowledgement letters 
for ELIS2 cases of the FOIA/PA Assistant’s Guide as follows (new information in red, deleted 
information in strikethrough): 

NOTE: All forms have either migrated to ELIS2 or are handled outside of Legacy ELIS. 

Any references from this point on refer to ELIS2. 

( ■ Th e- updat e d -s lid e show st- ELIS R e s e arch - Staff - R e dact — EEI S 7 and E - EI - S R e s e arch - Staff - R e dact - 
- PCQS can b e found at O:\FOIA\FOIA Library\Cas e Cr e at e R e f e r e nc e s, also in Conn e ct and 
EGN)r 

12.18.16 Creating Staffing and Acknowledgement letters for ELIS2 cases 
12.18.16.1 Deleted 

Step 1 : Find the IOE Receipt Number 

Whenever you create a case, please check both the ELIS and ELIS2 blocks in PCQS to search 
for ELIS information the IOE Receipt number. 
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If you get a response of “Person Found In: ELIS2,” please click twic e check the box and click 
“Search Selected Persons” to get your IOE Receipt number. 
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You will come to the page below, “Activities Search Results.” Please copy the IOE Receipt 
number. 


r 
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Copy IOE Receipt number 
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12.18.16.2 Deleted 

Step 2: Is the case open or closed? 

To d e t e rmin e what languag e (if any) g e ts copi e d and past e d into th e Staffing and 
Acknowl e dgm e nt l e tt e rs, you hav e to know two things: 

1. Is this a s e lf - r e qu e st or a r e qu e st from Attorn e y /R e pr e s e ntativ e / Oth e rs? 

2. Is th e cas e op e n or clos e d? 

You can s ee if th e cas e is op e n or clos e d on the ELIS Cas e Info scr ee n. If you doubl e click th e 
p e rson’s information in PCQS (sam e plac e wh e r e you copi e d th e IOE numb e r abov e ), th e 
“Primary Applicant Summary” d e fault scr ee n will display. 

Using this same Activities Search Results section, check the box on the ELIS2 line, then click 
“View Selected Activities.” 


IMfe Search Results 


First tons Sr#' Source Rote 




Hi 
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Pl e as e click to display th e “Cas e Info” scr ee n. On th e l e ft sid e of th e Cas e Info scr ee n, you’ll s ee 
a cat e gory call e d “Cas e State.” Across from th e Cas e Stat e , you’ll s ee on e of four options: 

A. Acc e pt e d 

B. Optimiz e d 

C. R e op e n e d 

D. Clos e d 

On the ELIS2 details screen, find the “Case State” in the “Account Header” section. 
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If the case state is accepted, optimized or reopened, your case is open. Clos e d m e ans clos e d . 



NOTE: The Case State can also be found in the Case Details section of your screen print. 



Step 3 : Create the Case/Put IOE Receipt Number in Topic Line 

Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number into the 
“Topic” line on the FIPS worksheet. 
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IOE Number IS [T opie Line 



wmmm 

NOTE: Putting the IOE Receipt number in the Topic line is the only way we have to track ELIS 
and ELIS2 cases. 

Next, e ith e r create an SSC or ESC staffing to the correct File Control Office. 

Step 4: Is your requestor an attomey/representative or is this a self-request? 

If you answered “yes” to either choice, go to Step 5a(l) to create your Staffing and 
Acknowledgement letters. You will be inserting specific language into both letters. 

If the requestor is other than an attomey/representative or a request from the subject of record, go 
to Step 5b(l) to change your Staffing letter only. There is no change to the Acknowledgement 
letter. 

A wife requesting her husband’s file is an example of an “other.” 

If the case is closed (see example below), it doesn’t matter who the requester is. 

Go to Step 5b(l). 



Step 5a(l): Staffing letter 
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Open cases from Attorney/Representatives or self-requests: 

• Replace the Alien number at the top and bottom of the page with the IOE Receipt number 

• Replace the first part of the second bullet which reads “Send a copy of all responsive 
documents to the FOIA office in their entirety,” with the sentence, “Send a copy of the 
Case Details and Case History tabs (expand all), any restricted content, and any risk 
resolution memo.” 

• Do not replace “DO NOT MAKE REDACTIONS.” Leave it at the end of the second 
bullet. 

Before: 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

Alien #: 2 

Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC2016 
Alien #: 2 

Subject Name: Reed Enright 
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After: 


MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of the Case Details and Case History tabs (expand all), any restricted 
content, and any risk resolution memo. DO NOT MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC2016 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5a(2): Acknowledgement letter 

Open cases from Attorney/Representatives or self-requests: 

• Add the paragraph, “From the USCIS Electronic Immigration System (ELIS) you 
may download the case intake snapshot, case evidence, and correspondence (e.g. 
any G-28 Representation or Withdrawal request) from your Case Details screen,” 
between the fee and CD paragraphs. 
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Example: 


In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.3(c)), your 
request is deemed to constitute an agreement to pay any fees that may be chargeable up to 
$25.00. Fees may be charged for searching for records sought at the respective clerical, 
professional, and/or managerial rates of $4.00/$7.00/$10.25 per quarter hour, and for duplication 
of copies at the rate of $. 10 per copy. The first 100 copies and two hours of search time are not 
charged, and the remaining combined charges for search and duplication must exceed $14.00 
before we will charge you any fees. Most requests do not require any fees; however, if fees in 
excess of $25.00 are required, we will notify you beforehand. 

From the USCIS Electronic Immigration System (ELIS) you may download the case intake 
snapshot, case evidence, and correspondence (e.g. any G-28 Representation or Withdrawal 
request) from your Case Details screen. 

This office will be providing your records on a Compact Disc (CD) for use on your personal 
computer. The CD is readable on all computers through the use of Adobe Acrobat software. A 
version of Adobe Acrobat will be included on the CD. Your records can be viewed on your 
computer screen and can be printed onto paper. Only records 15 pages or more are eligible for 
CD printing. To request your responsive records on paper, please include your control number 
and write to the above address Attention: FOIA/PA Officer, or fax them to (816) 350-5785. 

Step 5b(l): Staffing letter 

All closed cases or cases from others (not Attorney/Representatives nor self- 
requests): 

* Replace the Alien number with the IOE Receipt number at the top and bottom of 
the letter only. Do not replace the second bullet. 


Example: 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 


ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 
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SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 

Freedom of Information/Privacy Act Request, NRC20160 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5b(2): Acknowledgement letter 

All closed cases or cases from others (not Attorney/Representatives nor self- 
requests): 

There is no chan g e to the Acknowledgement letter 


ELIS FAQ’s 

Q: The NFTS screen print says that ELIS is consolidated into a T-file. How do I fill out the Staffing 
Sheet? 

A: If ELIS is consolidated into an A or T-file per NFTS, do not replace the A-number with the IOE 
receipt number or replace the second bullet. Create as a normal case (not in ELIS), except don’t 
forget to add the IOE Receipt number to the FIPS worksheet. 

Q: Which FCOs adjudicate the Form 1-90? 

A: MSC/NBC, SSC and WSC. . . check NFTS for the correct staffing. 


313 

WARNING: This guide is FOR OFFICIAL USE ONLY (FOUO) and is intended for internal National Records Center use only. It contains 
information that may be exempt from public release under the Freedom of Information Act (5 U.S.C. 552). This document is to be controlled, 
handled, transmitted, distributed, and disposed of in accordance with Department of Homeland Security policy relating to Sensitive But 
Unclassified (SBU) information and is not to be released to the public or other personnel who do not have a valid need to know without prior 
approval from the FOIA Officer 
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Introduction 

The United States Citizenship and Immigration Services (USCIS) uses an automated system, 
Freedom of Information Act/Privacy Act Information Processing System (FIPS) to create, 
control and process all Freedom of Information Act/Privacy Act (FOIA/PA) requests. SIG 
utilizes ECN to request and receive responsive records from agency components. 

NRC FOIA Operations consists of two sides. One side, the “A-File” side, is responsible for 
creating, controlling and processing FOIA/PA requests for Alien or receipt file records. The 
other, the Significant Interest Group (SIG), is responsible for all other FOIA/PA requests, to 
include certain Alien or receipt file requests deemed to be of a significant interest to USCIS. 

This SIG Standard Operating Procedure (SOP) is designed to assist in processing SIG FOIA 
and PA requests. It is to augment and be used in conjunction with the exi sting Processing 
Guide currently in use by the A-file side. This SOP contains procedures and information that 
specifically concern SIG requests. 

1. Correspondence 

1.1. SIG receives correspondence the following ways: 

• Regular mail (OA Room mail box) 

• Fax (OA Room) 

• Email 

I. USCIS FOIA email box 

II. SIG email box 

III. Personal email box 
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1.2. Correspondence can be: 

• FOIA/PA requests 


K. Fr&i.dfe'ri 

y s=C?; A jr 

Robert C/Diviot^ 

'Robert 

Peter B; Joseph., %ceeative 
Jfonaik petvf jfj i«§? .^rg j 

Telephone; 773 J 89?.0S63f j'' 

www.iiiisn.etg \ )” 

Through hxv^fme-M ; " 



W, Ekim : . Direelor 
W iHkiC feC rcswei, Difeelrtr 

■ ~y v sr’ ; ' ' . ; 

rv _ Dante! t Meafv, Di.reeim 
\J* P^t:rth';k!P^Hegari, Director 

William Director 

Henry Ue-bmstn, B««or£mermi$ 
icpherc Vata-lAshr, President Bmeekos 


Number 5, 30 B- 


VIA FIRST CLASS MAIL 

UvS, Ck&eoship arid Immigration Services; 

National Records Center, FOIA/PA Office 

P.O.Box. 64*010 mn 

Lee ■ s Summit, MO 64064-81) 10 

my m ??hi 

Attention: SENIOR FOfA OFFICER 1 *'*’* 

RE; freedom of information- Act Request ^EC E I V £0 

To whom it aw concern: 

Pursuant to the Prmlom of Mamtattoa Act U.S.C., et Set|<* arid CJFJPL 103.8 el Seq., L 
Peter t>. Joseph, inr Executive- Director cm behalf of -the Attt)dd&Ki to test In the DBA 
(•ilU'S.A w ), am hereby making this rcqu&rt for .release of mformafion. 

We re»pedfatiy request that you please provide the following; 

jt , Copy of all operational roles for the HIT 5 mvtew board at l j SCtS, 

EUSA Is a 501 (c)( 0 ) not-for-profit trade orgsmzsitioT). comprised of USCIS designated 
Regtonal Center members .who manage,, operate md promote employment crating 
investment into specified regional arms of the United Stales, As stud* 11USA has a vital 
interest in the Mormatkm sought m this Ptaatom of Information Request 

As a trade orgattigation. we .have no interest, hi the persona} mformatton pertaining to 
hcnetid&ries or peritknws, Rather we hav-e a -vested interest: it) the various .issues arising. 
In emmeakm with Regional Center affiliated applications and. petition. The paspm of 
this request is to advance anti maintain Regional Center industry standards and best 
practices. 

Included herein arc the following supporting documents: 


Assssrisrtflfi to tav«sr lit t&6 USA plUSA) 
W&teTflw£r --2&&Ww:ta* ZbM.M* Hot# 

C&£3gt> ; 
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• PA Amendment Requests 



SIG 


JUN 03 2013 

Via USES Express Mail 

RECEIVED 

Privacy Act .Amendment 


U/3. V: lUSESfiSElip iiFiw. fJImglgraiHJSi iSL-rvj 

National Records Comer 

vM 

FOIA/PA Office 


PAL Box 648010 

tee’s Summit MO 64064*8011) 


Re: Request to Correct US CIS Record m behalf of* 

DOB: 


FOB: 


V&, Addmsi 


Please be advised that oat client. 

entered the United States m 

L-l A status on October 19, 2013 pursuant to his employer's blanket L petition. The 1*1 A visa 

ms mmd In Mommy, Mexico (yh 
attached copy of Form U94 Ym Stam; 

ia # valid 10OCT2&J2 to 08002013. See 

3 and Passport Biographic page. 

In December 2012, 

applied tor a social security number at the Muskogee, 

Oklahoma Social Security Afofrimsto 

mm office., Eventually, & $m lat security nimfeer was 

howe vc'E^ w 

following typographical error concern** 

3$ inmirntn ulal lot so *>rt.> ft •uSwvw&V WIiMUStw l*lv 

ig bis middle name: 

INACCURATE Information in U St 
CORRECT: 

The following enclosed documents 

21$ records: 

\ demonstrate the mmst spellmg. of 

fall name* 1.) Passport, bio^aphic Pa 

p; 2.) Perm 1*94; 3,) L* 1 Visa stamp; Stamped passport 

page endorsed on October .19, '2012 1 

imtid admiwa to foe US, m the IA 

work vm% valid through September 

30, 2015; and 4,) Ferni 1-I29S Nomiismigiant Petition 

Based on Blanket L Petition endorsed I 

>y foe If. S, CoM&te m Monterrey., Mexico.. 
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• Related to an existing FOIA request (CSD) 


Monday, December 03, 2013 10:34 AM 
Rfc Eft-5 FOIA- request 


answers for you 

Address rJ 


As for the regional center, I believe it is ~b-5 Regional Center, hut I'm ml positive. Perhaps 'El's best, to search for 

that and any others that would be amt rotted by the Related Companies, based at 

Thanks 


From: 

Sent: Friday, November 29, 2013 8:19 AM 

Tor 

Subject: £B 5 FOIA request 

Mr. ■ - 

i r an , with the USCfS FOIA office?. Tm working the FOIA request (attached) that you 

submitted related to an EB-5 regional center: 

Before I continue working on your request, I need 1 ) a mailing address (where to Send the records) 
and 2) can you clarify which E8-5 regional center your inquiring about, is it named 
or does the Reg ional center have anoi he r name? 

Thank you , 


SI6-.fuLfLilisA.cj the ]wmk £ • of apt&M&zs, 


From: 

Sent: 

To: 

Subject: 
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• Referral 


U,S. Department of Justice 



Washington, DC. 20535 


To: 



Subject: 


users 

me 

FD5A Division 

Department of Homeland Security 
.Attn: DonnsRing 
150 Space Center coop 
Suite 300 

Lee's Summit, MO 64064 

David NL H&fdy 
Section Chief 

Recofd/tntbrwiaifori Disseminsttori Section 
Records Mahayomerti Divtefon 

FOtfPA Request of 
FBI FWA # 

Re: 


AUG 12 2813 


SIG 

AUG 2 6 2013 

RECEIVED 


fn connection with review of FBI files responsive to the above request, the fbitevvirtg: were located: 

W iw unclassified. ctoCtttt>e«te which urlgiriated with yswr agency ere facing referred to you for direct 
response to Uie requester. The requester hasbeen advised of this referral. Please funisfo us witti a copy 
of your disclosure totter to the requester. (See metex A) 

r F8I docu!nent(s) wteinmg tetoreicta {bracketed) concerning your agency. 

r* We will ad vise' the requester to expect a direct response from your agency regarding this 
matter, 

r Please review this information and return the documents to us,, matting any dtetesfons you 
deem appro prlate . (See tattex &} 

r otassified dooumertijs) which Grigtostad with your agency fetera bssng referred to you tor direct 

response to the requester. The requester has/ has not been advised of this referral Ftease furnish us 
wtth a copy of your disclosure tetter i© too requester, and advise- l<s If toe ctesslftearten of the ctaimenteft) 
changed so that we may around our files . fSee index 0} 

r _.^ w ^ classified FBI ddcumentfsjf oortarning Information {bracketed) concerning your agency. 

f Ws will: advise she requester to expect a direct response from your agency regaling this 

; .matter, 

T Please review this information and return the documents) to os, making any deletions you 
deem appropriate, ctfing the exemp-ttonfs) claimed Please advise tots Bureau if the 
document^} $t8l warrant dassiffc&tiar., (Stw Incfax D ) 

r Pieese note that some of toe enclosed 1 documents contain detettons made by the FBI. The appropriate 
exemption appears next to the redacted: information. The requester may fite an appeal by writing to the Director, 
Office of information Policy (0?F), U.S. Department of Justice, 142© Now York Ave., WW, Suite 11050. Y/asbingten, 
D»G, 20$30'fKJDl , or you rosy submit ah appeal through DIP'S cFQtA port# at hdaiithvww.iusiice.^^ . 

Thsif sppcei most do received by OUR within sixty (80? days from toe date af tote fetter in order to be oonaidered tienaiy. 
The envelope and tee teller should he ctearfy marked "Freedom of tifomiatfon Appeal. 1- Please cite the FGIPA 
Roquet Number in any correspondence to ps tor proper totenPcaiton of the request 


A copy of tec requester's M tetter and other significant correspondence is enoUmd tor your coiwentence. 
If yen have any questions! concerning this, referral, pfeaae contact LAS Anna R. Adams at. {$12)944"0?3£. The FQIRA 
number as weft as the FBI Jite number-e) on the Index Listing {see revora®) should be utilized during any consultetton 
with the FBI concerning this referral 


(INDEX LISTING NEXT PAGE) 
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♦ Consultation 



U S, Department of Justice 


Am § r 2013 


Facter ai B ureau of fo vgsttg&f on 

D.CriosB ' 


To: 


users, f^RCj ., 

o$ Homeland Security 

156 Space Center Loon 

smm 

ti&S Summit, MO 84BB4- 


From: 


Subject: 


r -. “iv 


David M, Hardy, Soctto CNefJ 
F^r^ldOTfwtori Dissemination Section: 

Records Management Dsvsslijn 

f Ol/PA. Request ra ! 

m foupa# 

R®: PiLfi mmm ho 

In enaction witts review of FBifites responsive to tte above request the foSto^ng were located: 

* unclassified document^} which origmatea with your agency is/are bamg referred te you for direct 
response to the requester. The requester U*J has not been advised ofpse referral . Bsase fcr nbh us wsth 
a copy of your disclosure fetter to the requester. (See totfe* 4; 

^ ^ T-BI doc^msfsjs contaiftjfjg informsbon (bracketed) concerning your agency. 

vy© will advise the requester te expect a direct respo nse from: ycur agency fegerding ibis matter. 

^ Pteas® review this information and return the documents So us, making any detetkms you deem 
©ppfoprfete, (SmindmB) 

* o— classified: doeumentfs); which originated with your agency is/are being refered te you for direct 
response to the requester. The requester has/ has not 'mm advfeed of this referral Ptease furnish u$ 

3 copy of your dfectosure fetter to the requester, and advise us if the efessificefbn of the documnnisfa) 
changed m Ibef'we m? amend om fifes fSee fmte# Cj 


Other (material misdirected to SIG) 


2. Initial Intake 


2.1. When SIG receives correspondence it must first be reviewed to determine whether 


or not it is 

SIG correspondence 

• Is it: 


I. 

a request for government records i.e a SIG request 

II. 

a referral 

HI. 

a consultation 
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IV. Responsive Records 

V. a remanded request 

VI. Requester documents (that SIG requested) 

VII. or CSD for an existing SIG case? 

• If it is the above then it is SIG correspondence that SIG will intake. 

• If it is one of the following then SIG will forward it to another NRC office: 

I. Routine use request (Quality Control Office) 

II. An appeal of a FOIA/PA request determination (Appeals Office) 

III. A-File or Receipt-File material (A-File side) 

IV. Interfiling-material to be placed in an A-File (A-File side) 

V. Fee payment (A-file side MSB) 

2.2. Date Stamp 

• SIG correspondence that comes in hardcopy in the mailbox or by fax must be date 
stamped with the SIG stamp to show when it was received 

• Requests that come in via email are electronically date stamped when it was 
received 

3. Scanning 

3.1. All SIG correspondence should be scanned as one of the below: 

• New request (FOIA/PA, PA Amendment, Referral, or Consultation) 

I. Scanned in by SIG Mission Support 

• CSD 

I. Scanned in by SIG Mission Support 

• Responsive Records 

I. Scanned in by OA Room 

• OR, Requester Documents (requested by SIG) 

I. Scanned in by OA Room 
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3.2. SIG utilizes the four scan queues below - the nature of the 

document/correspondence will dictate which queue to use 

• REM - remanded FOIA requests from the Appeals office and processing litigation 
and settlement records 

• CNT - requests for records related to a USCIS contract 

• HQS - OPM referrals consisting solely of SAVE documents belonging to the 
subject 

• COW - All other FOIA/PA requests 

3.3. How to scan in new requests or remands that DO NOT contain responsive records 

• Attach the appropriate queue’s scan-in cover sheet on top of the request and place 
the combined document in the SIG outbox. The order is: 
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• Please note, the cover sheet has the Queue name and a numbered sequence 
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3.4. How to scan in new requests that DO contain responsive records - these will be 
referrals and consultations 
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• Attach the appropriate queue’ s scan-in cover sheet on top of the 
referral/consultation memo package 
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• Place the combined document in the SIG outbox. 

• The order again is as follows 

I. Scan in sheet on top 

II. Memo package 

III. Separator sheet 

IV. Records description cover sheet 

V. Records on bottom 

3.5. How to scan in CSDs 

• The CSD cover sheet is an individually personalized document that should contain: 

I. Case number (which case the documents belong to) 

II. Indicator that it is a CSD 

III. Who sent it to be scanned 

Example: 


SCAN AS 

COW201 4000XXX 


[jj NEW REQUEST 

|| Req number needed. 

X CSD 

H REQUESTER DOCUMENTS 
H RESPONSIVE RECORDS 

REMARKS:, 


miE- 

EMR NAME 
EXE: Phone # 
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• Attach a CSD cover sheet on top of the document and place the combined package 
in the SIG outbox. The order again is 

I. Cover sheet on top 

II. Document on bottom 

3.6. How to scan in responsive records 

• Log into FIPS 

• Bring the case up in standalone 

• Left click the icon for the “Staffing Letter” sequence for the corresponding staffing 
office the records came from 


Tasks 

Discussions 

■Case Actions History' ; 


j H Responsive Records 

S 

995 

Scanned USCIS - RAID 

10;/ 2/20 13 7:43:49 m 

||| Staffing Response 

7 

1 

Scanned USCTS - RAID 

10/2/2013 7:43:48 W 

; Staffing Letter 

ft 


Printed USC3S - RAIG 

8/26/23 13 11:25:43 A! 

i||] Responsive Records 

5 

1 

Scanned Performance and Quality - OPQ 

9/17/2013 5:32:11 AM 

i|| Staffing Response 

4 

1 

Scanned Performance and Quality - OP Q 

9/1772013 5:32:10AM 

i Ep^taffing Letter 

3 


Printed Performance and Quality - OPQ 

8/25/2013 11:25:12 A1 

:|| Acfcii&gdg am ant L ette r-FG I A 2 


Printed 

8/26/2013 10:39:20 Al 

;|| Request Letter r % : 

1 

9 

Scanned 

3/23/2013 5:53:02 AM 




• A box will appear with 7 possible selections 



• Click “View” 
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• The staffing letter will come up as a two-page word document 



• Print the document 

• Place the second page (containing the barcode) on top, first page underneath 

• Then attach the 3 -page SIG Staffing Sheet underneath the barcoded page 
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I. A completed SIG Staffing Sheet should accompany the records 






Mrfj 


• Then attach records underneath the staffing sheet 

• Place in the outbox to be sent to the OA room to be scanned 

• Case note FIPS and ECN that records were received and from which office 

3.7. How to scan in requester documents - When a Requester Doc sequence is created 
and the submitted documentation is accompanied by the barcode sheet 
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• Attach the documents underneath the barcode sheet 








• Place in the outbox to be sent to the OA room to be scanned 

3.8. How to scan in requester documents - When a Requester Doc sequence is created 
and the submitted documentation is NOT accompanied by the barcode sheet 

• Log into FIPS 

• Bring up the case in standalone 

• Left click the icon for the “Acknowledgement Letter” sequence 


Discus aior 

>s Case Actions History 

i Document Type 

Seq. ” Pages Status Resp Unit A -Number 

Requester Documentation 

3 Inactive Requester 

i Acknowledgement Letter-FGiA 

2. Printed: 

j H| Requesf 

i 2 Scanned 


• A box will appear 
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• Click “View” 

• The acknowledgement letter will come up as a word document. The last page of the 
letter is the barcode sheet 



• Print the barcode sheet 

• Attach the requester documents underneath the barcode sheet 

• Place in the outbox to be sent to the OA room to be scanned 


4. Case Creation 

Case Creation is the process in which SIG enters new cases into FIPS. New FOIA/PA and PA 
Amendments requests, referrals and consultations are the only types of correspondences that 
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4.3. The page will populate with one of the below: 

• New FOIA/PA Request 

• PA Amendment Request 

• Referral 

• Consultation 

• Remand 

4.4. Examine the document to determine what has been scanned in, the following are 

examples of documents that will populate in the FIPS right window. 

• A FOIA request: a request for federal government records 

• A PA request: a request for personal records kept by the federal government 

• A PA Amendment: a request to change personal information in a record (e.g. 
Immigration status of the requester) 

• A Referral: comes from another federal government agency. A referral can be of the 
entire request as a whole, which should be treated as a new request. More often the 
referral is of documents that another agency’s FOIA office found in records and 
identified them as USCIS records. They were referred to USCIS to process and 
provide directly to the requester. 

• A consultation: is for documents that another agency’s FOIA office found in records 
and identified them as containing USCIS equities records. They were sent to USCIS 
to process the USCIS portions and to return back to that other agency. It is a 
consultation because the other agency is consulting with USCIS on how USCIS 
want’s its information held or disclosed. 

• A remand: is a FOIA determination that the requester has appealed and the appeals 
office has determined that it should be remanded, that is, sent back to SIG to do 
additional work, e.g. perform another search for records. 

• What if something else was scanned in? If something other than the above populates 
the screen then it was scanned in error. A case should not be created and it should be 
deleted. The hardcopy of the correspondence should be located and forwarded to the 
appropriate office. 
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I. Examples of this would be 

• Routine use request (Quality Control Office) 

• An appeal of a FOIA request determination (Appeals Office) 

• A-File or Receipt-File material (A-File side of the office) 

• Interfiling-material 

IF What if it’s something else than the above? Review the correspondence, if it 
resembles a request then continue creating the case and close it as an NA or 
NR. 


4.5. Enter Requester Information (name and return address) 

• Click Requester Search/Entry 



FIPS v?,Ck£.0 Production <■* Work 

Queries v ' Actions 

Stand afone Search 




Ofri.ce COW2013001378REQ 

Status Request Case Creator j 3 rames 

Web Entry 

Received Scanned Create 

d Perfected Final: Action 

Closed Final Reply Due 

& U/27/2Q13 



Requester Information 





Requester S esrcft/Entry 


Click “Add New Requester” 
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• Enter the requester’s name and mailing address as it was provided to us in the 

request. If it is a consultation enter the consulting agency’s return address. DO NOT 
ENTER THE REQUESTER’S ADDRESS FOR CONSULTATIONS 


i Requester Information 

i First ? 4 ame 


Middle Nan: 


Last Name 


Address 1 : 

fj Address 2 • 

if: :::::::::::::::::::::: 

if: Address 3 

| City j 

| State i 

is Festal Code : 

| ["! Foreign 

Province 

I Country : : ::.v : y 

n Phone dumber 

if: Email i 

\\ Frequent Requester Li; 


iif: ; ; Save.:. : Cancel ; 


Click “Save” 


i Requester Information 

i First Name 


Middle Name 


Last Name 


Address l : 

Address 2 

Address 3 ; 

City f 

State i 

Postal Code ! 

£] Foreign 

Province : ; 

Country j .%.*#: . 

Phone Number 

Email j 

Frequent Requester al y es <$; |sj 0 
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4.6. Enter description of request in the Topic line 


FIPS v7 O.S.G Production v work Queries 

Processing Fee Information 


'< Actions 


Standalone Search : 


Officejeovvilii COW2013001378REQ Statu? Request Case Creator j a rallies 

Received Scanned Created Perfected Final Action 

& liiMf&ii' 12 / 27/2013 

Requester Information 

Macdo Kit a bay ash i 


Closed 


Subject Information 

First 


Middle 


Edit Requester 
Change Requester 
Copy to Subject 


Last 


. Web Entry 
Final Reply Due 


A -Number: 
Topic; 

Track 

Type 

Source w 
Category x 


Calculate Queue Position 


4.7. Select Track 


Bureau: ipi; 

Referred From: 

& Expedited: Not Requested 
^ Fee Waiver! Requested 


i Print To CD 
i FA Cited 
i In Litigation ^ 
i In Circular Search 
i Delinquent 


(b)(6) 


\ FIPS vv.u.S.O Production Work Quenes E Actions Standalone Search 

i ' . / C) Processing Fee Information 

ji; Offksicow*:"^! COW2013001378REQ Status Request Case Creator jaraities r Web Entry 

Received Scanned Created Perfected Final Action Closed Final Reply Due 

| $ 12/27/201 3 ; j 

: Requester Information 

Macdo Kltabavashi 


Subject Infffl 


First 


Middle: 


Edit Requester 
Change Requester 
Copy to Subject 


Last 


A-Numberi’ 
Topic: " 

f § Track *j 
Type x ; 

Source *; 
Category *• 




Bureau; gig; 

Referred From; 

& Expedited; In ot Requested 
Fee Waiver; Not Requested 


i;/i Print To CD 
El PA Cited 
0 In Litigation ^ 

El In Circular Search: 
El Del inquent 


T Calculate Queue Position 
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4.8. Select Type 


FIPS v7 O.S.G Production v Work Queries 

: Processing Fee Information 


'< Actions 


Standalone Search : 


l Office :' cow v COW2013001378REQ Statu? Request Case Creator ja rallies 

Received Scanned Created Perfected Final Action 

| & 12/27/2013 

Requester Information 
k Kacdo Kitabaysshi 


□os ed 


. Web Entry 
Final Reply Due 


C 


k Subject Information 

(b)(6); First 


A -Number: 
Topic; 

& Track 
Type *f 

Source w 
Category x 


Calculate Queue Position 


Middle 


Bureau: 
Referred From: 


7 Expedited: ^"'t Requested 
’ Fee Waver j Requested 


Edit Requester 
Change Requester 
Copy to Subject 


Last 


i Print To CD 
i FA Cited 
i In Litigation ^ 
i In Circular Search 
i Delinquent 


4.9. 


Select Source 


(b)(6) 


; FIPS vv.u.S.O Production ' VVofx Queries 

i . | : Recessing Fee Information 


> v Actions 


Offkeicow:.^ COW201300137SREQ 


Status Request Case Creator jarantes 


Scanned 
12/2 7/2013 


k Received 
I & i 1.2/2 7/2:0 1.3 

k Requester Information 

Mam in Kftahav*«;hi 


Subject Information 

First 


Created 


Perfected 


Final Action 


Standalone Search: 


Closed 


Middle 


. Web Entry 
Final Reply Due 


Edit. Requester 
Change Requester 
Copy to Subject 


Last 


A-Number;’ 

Topic: 

f § Track *[ 
Type x ; 

Source *; 
Category *; 


Bureau; gig; 

Referred From; 

& Expedited; In ot Requested 
Fee waiver! Mot Requested 


Print To CD 
El PA Cited 
0 In Litigation ^ 

El In Circular Search 
El Del inquent 


k Calculate Queue Position 
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4.10. Select Category (DHS Pre-review, Personnel, Other, etc.) 


1(b)(6) 


FIPS v7 0.8. G Production: " work Queries 

llli, ;! Processing Fee Information 


'< Actions 


Standalone Search : 


Officejeovvilii COW2013001378REQ Statu? Request Case Creator j a rallies 

Received Scanned Created Perfected Final Action 

& PS^2 : GI3 12/27/2013 

Requester Information 

Rit-flhfltfflshi 


Closed 




Subject Information 

First 


Middle 


Edit Requester 
Change Requester 
Copy to Subject 


Last 


. Web Entry 
Final Reply Due 


A -Number: 
Topic; 

Track 

Type 

Source w 
Category x 


Calculate Queue Position 


4.11. Click “Save” 


Bureau! 

Referred From: 

& Expedited: Not Requested 
^ Fee Waiverj Nut Requested 


i Print To CD 
i PA Cited 
i In Litigation ^ 
i In Circular Search 
i Delinquent 


1(b)(6) 


FIPS vv.O.S.-O Production " VVorK Queries 

^^eseing Fee Information 


> v Actions 


Offkeicow:.^ COW2013OG137SREQ 


Status Request Case Creator ja rallies 


Received 

ili2/27/2i>0 


Scanned 
12/2 7/2013 


Requester Information 

Macdo Kitabayashi 


Subject Information 

First 


Created 


Perfected 


Final Action 


Standalone Search: 


Closed 


Middle 


. Web Entry 
Final Reply Due 


Edit Requester 
Change Requester 
Copy to Subject 


Last 


A, -Number: 

Topic! 

& Track *: 

Type x 

Source *; 

Category * ! 

Calculate Queue Position 


Bureau; gig; 

Referred From; 

& Expedited; Not Requested % 
& Fee Waiver Not Requested 


i;/i P rint To CD 
El PA Cited 
0 In Litigation ^ 

El In Circular Search 
El Delinquent 
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4.12. Under the Tasks tab click “Search for Duplicate Cases” 


Contents 

s Case Actions History ! 

Task 

Status 

Create Case 

Not Started 

Search For Duplicate Ca s e s 

h Not Started 


• Most searches are done by requester name or topic. Be sure to click the box next to 
the field you wish to search by. Click “Submit” 


| ; Processing Fee Information 

j Search Case 

j ! Status ©open ©Closed ©Both 

j: Control Number: 

| i Request Number; I 

j Created After: 12/30/2011 i FH 

| i Office! 

| Request Last Name: j pp 

| Requester First Name! ] FF 

| ! Requester Middle Name! j FH 

| j Subject Last Name! ) Fq 

| Subject First Name! S Fq 

| Subject Middle Name! ] FF 


A-Number: RLi (| 
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• Use the % symbol on both sides of a word when searching by keyword in the topic 
line. 


ffla, Processing Fee Information 

Search Case 


Status 

© Open €> Closed © Both 

Control Number 


Request Number 


Created After 

12 / 30/2011 i 0 \ 

Office 

|$;j j 

Requester Last Name 

j 0! | 

Requester First Name 

I D | 

i Requester Middle Name 

j 0 1 

Subject Last Name 

i m l 

Subject First Name 

j £1 | 

Subject Middle Name 

; G | 

A -Number 

null j 0 \ 

Topic 

;% e>: a mple % Ej j 

^0^' ’ V 

©Submit J W j 


• IF A DUPLICATE CASE IS FOUND PLEASE SEE THE DUPLICATE SECTION 

4.13. Create case 


• Click “Create Case” 

I. A control number will be automatically assigned to the case 

II. Locate the hardcopy of the request and write the control number on it 

\ Contents ilulSlfe.,. Discussions Case Actions History j 

\ Task Status 

| Create Case Not SI a tied 

Search For Duplicate Cases Not Started 
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Enter the case into the SIG Case Create Database found at: 
S:\FOIA\Special Interest Group (SIG) 



\ File Edit View Favorites Tools Help 
fll Back t : Q • L- Search Folders ! Folder Sync 


///.•■• £;•:<;! £&*:•:■: ft : •: :■ ft; ■ ?ftft; >:ft :• 

i§g§ 



gg: ,«?u1 Ik'M&P 


Archives 

I;;; ASS^d CaSCS 

gg| J 'Cft. A g: 


Bond Obligor Case 

| “ | Correspondence and Weekly Report 

|! mhvr Pisces - | 




:$:£ i; FOIA :£: 

|| Q MvO^! !*•::* | 


EB-5 and Grant Proposals 

| ECN Feedback 

jgg Mv Corno gj 

|| Rg||$ | 


Meeting Minutes 

r ; Miscellaneous 

ill i$| I 


PDF Scans 

•f' | POC for Records 

!|| Special Interest Group (SIG) 

;|| File Folder || 






Scans 

; f" f SharePoint uploads 



Statistics 

: | Strategic Planning 



DACA 

| FDNS Training Docs 



DACA Data Matrix 

| J Assadi LITHOLD DOCS 



DaSilva 

| " | Component Backlog Report 



IRAP Redacted Docs 

) CQW20 13000 164 


| MB- 

i M 

Binder 1 

Print prt533 1406 15 144 1000925 


l mi* 

Request Letter 

... £ - < SIG Case Create Database 


ft« ■■ j&xfc 
ft # 

: /-V.: J:.X A,.; -A ;.ftA ft::: ;ft: 

. , , . . . . . . .. ... , . ... . . 
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• Go to the last entry (at the bottom) to input a new case. Enter information into all applicable 
fields. The minimum entries are the: control number, date created, ack letter date, and FOIA 
specialist. And then click “save” 



4.15. Put copy of the request in the S: 
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• Create folder in S:\FOIA\Special Interest Group (SIG)\PDF Scans 



I. The above S: folder contains separate folders organized by year 



II. Insert a copy of the request into the appropriate year folder 


5. SIG Requests 

After the case has been created the next step is to determine whether or not it’s a SIG Request. 
SIG Requests are FOIA/PA and PA Amendment Requests, referrals and consultations. 

5.1. SIG FOIA/PA Requests 

• It is a SIG request if: 

I. The FOIA request is for congressional correspondence; 

II. The FOIA request is from a member of the media; 

III. The FOIA request is from a member of an activist group, watchdog 

organization, special interest group, etc.; 

• Such organizations include: AILA, ACLU, CAIR, CREW, EFF 

IV. The FOIA request is for a vacancy announcement 

V. The FOIA request is for personnel records 

VI. The FOIA request is for records related to an investigation. It may mention: 

• Report of Investigation 

• OSI Investigation 

• Background Investigation 

These are not USCIS requests - they are redirected to OPM, 
however, SIG will handle the redirect 
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VII. The FOIA request relates to a USCIS contract 

VIII. The FOIA request relates to a USCIS grant program 

IX. The FOIA request mentions “EB-5” or “Regional Center” records 

X. The FOIA request is for data/statistics 

XI. The FOIA request is a PA Amendment 

XII. The requester wants to correct information in their records 

XIII. The requester mentions “SAVE” 

XIV. The FOIA request is a hybrid, the requester is seeking both A-File material 

AND non-A-File material 


Example: 


. : rcy i,^vFs;rtN.USA':;, 


Robert 

Robert ^ 

FV.ter D.. [i»tiph. RiRCHrtve Director 
fchiKdJ: pjwr.jswjpI^uusa-CTg { 

T k lephone ; 

'www.iiusa.org 

Xtemting fabui Thraugh ftiPfeSituvus* 


W. Ekfne : . 3 
Wiliaj^j^Jsstssssa, 1 
Dantes. j, Healy, i 

y 1 

' Tjlnf j 

> William 

r" 

■ ilresiy Lte'umaft. Kttkctwl: 
fkephe:o VidoTkiehr. President 3; 


VIA FIRST CLASS MAIL 

t j,S, sad Immigrarioa Services; 

National Records Center, FOJA/PA Office 

P O. Box 648010 gig 

FeeN Summit, MO 64064-8010 

Artentten* SFWO/f FOIA OFFICER ' J *’ J 

Rli: Freedom of information Act Re<jwk$i RECH^V'tf.Q 

To vvSjKjrn it ssay cotieem; 

Pursuant tti abfi Vm&m t>fM>«Udfio» Act. US,C\, ct Seq,, and C-P.R. I 03.K et Seq., 1, 
Peter D. Josupfo as Executive Director on tetedfofthe Assocmtsoik to Invest In ..the USA 
( vl I3!JSA"X am hereby making this request uv refeu$k of information. 

We r^peclfuEty request that wo pJcaae provide lire folloningt 

3 , Copy vf alt uftenttiwwl rules for Ibe EB-5 review buard atUSOS. 

HUS A i s a 501(e)(6) noUfot’ profit trade orgamraKioft comprised of USCIS designated 
Regional Center members .who mar<age. operate nod pwrhftte empfoymwrt creating 
investment into specified regional areas of die United States, As such HUS A has a. vital 
interest hi the irifortaatioa sought, m this f'tcedottJ Of toffttttttffctt Rcqtte?>f 

.As a trade orgaoi station we have no interest m lire personal infonnsfion pertaining to 
beneficiaries or petittonttR. Rather we have a vested interest m the various* issues arising 
in connection with Regional Center adfitiuteU uppiieaffotes afld.petitfoas, The purpose of 
Ibis request is to advance aad nv>i:itdn Regional Center industry standards sod best 
practices. 

btduded herein are the following supporting documents: 


AoMciatten to fovest tu tbs USA TIUSA) 
WSlfc'iVtwf - £&$■ Write ;WvK.W*Pfewr 

F.ixiKK SrtjitS 

fogs i if a 



5.2. PA Amendment Requests 

• Under 6 C.F.R. §5.26 an individual can submit a request to correct, update or 
change personal information in their file. Often times this is a request to 
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change/update/correct information in an A-File such as a name. Other times it is to 
change an immigration status for SAVE purposes. 

Example: 


SIG 

JUN 0 3 2QJ3 
RECEIVED 

Privacy Act Amendment 

U,S. Ciu?*ns% ar4 taittigtfkM Sernws 

NsmwiI Records Center 

FOIA/PA Office 

P.O. floxItfSOKl 

L«*s SiubruE MO 64064 -8d 20 

Re: Request to Corffttl 11SCI& ReronfJ on behalf of- 

OOB: 

POS; 

US. Address; 

To Whom, 8 May Concern: _ 

Please be advi&d that ow clican, entered die United States in 

WA status on October 19, 20112 pursuant to his employers blanket I. pctitiofi. The L4A visa 
was i&t&d in Moaserrey, Mexico (visa # . valid IEX)CT2012 to 88OCT2013, See 

attached copy of Funn EM, Visa Stamp and Passport Biographic page, 

in December 2012, applied far a social security lumber at the Muskogee, 

Oklahoma Social Security Adroini-simdfttt office, Eventually, a social swurity snimber «as 
jf&ucd;. however. was informed; that jbe USCIS SAVE database MHiiudes the 

following typographical e«w concerning hie middle name: 

IN ACCURATE Information in. USCIS record*: 

CORRECT: 

The fohowing enclosed document* demonstrate the correct spelling of 
fall tjAsswi: «„) Passport, biographic Page; 2.) Fe«nn E94: 3.) L-l Visa stamp; Stamped passport 
page endorsed on October 19, 20! 2 k initial admission to the U S. on the fo I 

worif visa), valid through September 30, 2015;.' and 4,) Form H29S Noaiinimgrant Petition 
Based on Blanket L FeUtlpa endorsed by the US. Consulate in Monterrey, Mexico, 



5.3. Referrals and Consultations Received From Other Agencies 

• Referrals 

I. Other government agencies’ and DHS components’ FOIA/PA offices will 

make the determination to refer a FOIA request to the USCIS FOIA office at 
the NRC for a direct response to the requester. The referral can be complete 
or partial. 

• C ompl ete Referral s : 

A complete referral comes from another government agency or DHS 
component in which either the entirety or a segregable portion of the 
request falls under the purview of USCIS. Treat these as a new 
request 

• Partial Referrals: 

As other agencies process FOIA/PA requests, they will sometimes 
find USCIS documents within their files. These documents will be 
referred to us for processing. The majority of partial referrals come 
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from the Office of Personnel Management (OPM), Department of 
State, and the Federal Bureau of Investigation (FBI). 


Example: 



U.S. Deparfrr.anJ (if Justice 


fetoKto aoreHuottoveetigauoi^ 

^sAf/l^iurJ, D C, 2C535 


To: USCIS 

NRC 



De<raiVsw.i of Ftofiretertd Security 
Aitn: Donna. King, 

ISO Splice. Confer l,oop 
Suite JtStl 

Lfca's Summit, MCMM064 

David M. Hardy 
Section Chief 

Reeard; f ln6tjmr*atUifi Dissemination Sector. 
Rewwiis hfansKpimH<K Division 


Susject rCbPA Request of 
FBI FGi,IF*A, # 

Re 


AUG 12 2013 


SiG 

AUG 2 6 2013 

RECEIVED 


In ccnneclsjn «eith review at FBI fiias responsive fc the anew .'BQU'Hst, (he following were Iccated: 

^ __4 unclassified tjocwTientS which originated *iln ydur Sgency of-6 bfeinf. rtfecitre to you lor direst 
response lo file requester. The .recueeler hasbaao advlsea ol tote referral. Please furnish os with a copy 
of your disclosure! letter to the requestor. (See feefe* A) 

I” FBI dueumer»t(s) tm:tainioq intorroaliun (bnankstHd) njiioerning your agaicy. 

r We will advise the requester to e/ped a direct response from mi' agency regarding (TVS 
matter. 

E Ffeastt review this felcrmaiioa anti return toe ctaoumeois to us. making any dskrtlome you 
deem appropriate. fSee nvJov a; 

J~ dassifiedttocisrrierwts} which ciSgtoaisd with your agency irVsra being referred to you for direct 

response to the requester. The requester hast has net been advised of this referral:. P lease fuircsb us 
with, a copy of ynur afeelosor© totter -o toH requester, errt attest vs if tha ctasstUcstfaij td die EKcomentofs) 
changed so that we n idy amend ow files, ;'S« index C} 

f~ cto&siSed FBI rfocumentts) confcrniirg information {bracketed) oci'icerning your agency. 

F* W« wSt odvi&e too reiworfor to wwet H -tfinjct r»pon«» fcawt your agency regarding this 

matter 

r Plaase review mis infocmafaiH and rrrftoo the dofiiwiacrtis) to as, making any dMottem© y»u 
dKBOi ap|>ragtiH)P. toting tea claimed. Pfeese advise :h« Bureau if <lw 

doo-montfe; still warrant d35sific3tiai’, (Soo rnefex Dj 

E Please note Kwt some Of the enrJ 03 «rl rlocvments contain deletions martR lty StiR FBI. The appropriate 
OJNsmpiiorr apptwhi nett 10 the redacted tofOrmatiori. The requester Jtiay file SO appeal lly ViVitilig to (tie Dlrectoi 1 , 
OlftcooMnformuUon Policy (DIP),. U S. Deportment of Justicii, J42Sr*:ow YockAire., MW, Suite HQ5G. Washington, 
U.C. ^530-0001 , or you may submit an appeal through OlP'ssoFOtA putter at n co >wavj jo s uco co ' j.owtte lo-ncmn .m rai . 
t hoir oppeot (*K»i bo Tw»VBd by Ql P wilhri© sixty (SO) d'^ya from (fe dale of tb« 'Otter in order to bet ppfteidered tirrrsij . 
Tns envoi 3ns arto the letter should be dearly .-narited ‘'Freedorr. of ir.foimadori Aopsal." Please cfe the FOJPA 
Request Number in &n>’ Gonespondunce to us tor proper lidertofieatioii of Hie request 

A copy qf too rarijuestor'v inilty) fatter and Other sigdrficaot oun^tomienpuia snclosed tor your conveniesico. 
ifyflu fcairti any que^ions ocmcemoig R»» mferr>d, ptohsewinbicttAS Artfirj ft. Adams at (&1J5J944AJ/&!:. the FOPA 
nit ntljar as wetl as !he TB1 fits numbers) on toe index Li&Srtg (see »ve«se) shaold be utiiizod: dwino any KuisoHstton 
with tbs FBI concerning this referral. 


(INDEX LASTING NEXT PAGE) 


• Consultations 

I. A consultation is when another government agency or DHS component has 
found USCIS equities within their documents and then forwards those 
documents to the USCIS FOIA office to make any recommended 
withholdings or disclosures. The USCIS FOIA office processes only that 
specific portion of the document that contains USCIS equities and upon 
completion returns it back to the original agency/component. 
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Example: 



Date: Ajvtf S, Wl 

T o: USCI$ : me, PO'A p-vaton , 

Department c? Homeland $eounty 
I SO 5j>ace Center loop 
Suit* 300 ! 

ltd s Summit, MO 04064 ■■. 

Fitter David M. Hardy. Section Chief 

ReconJdrftorraatiod Dissemlriafen Swton 
RsctjFufe Managem-gr.t Division 

Subject: FQifPA Requeti o' 

FB: FOtfPA* 

Re: FILS ttUM3ER HO 



Sn rtnreti tm vm mim a( FKTifc* responsive lot!® above request, to* following were located: 

^ .....^ urefewfM document^) whfch Ofijjwtated with your agency istere bex*% reterretf to you tor direct, 
response to the requester. The requester has/ has nof been advised of this reterraf Ptease furnish os with 
a copy c- your di&CfoSUte loiter to the requester, (See index A) 

& 6 F® dawnwnto coniaiiwg cnforoalton (bracketed) Mncenwg your agency. 

^ W*w«f advise forequesterto eapoci a direct rebporae from your agency receding Ibis natter 

^ iwitav this. fnfdTRtaVon and rehiw the tfors:me.nvS to us. making any deletion* you deem 

appropriate. (S*t info* Bj 


Classified ffocumeolfs) which originated with your agemcv is/are peir-g iefcr«to to you for direct 

response to ft® requester. The requester haw has nof free:: advisad cf this referral Press* furnish os 
3 »Wf of ym dtofitfliUfft teter to the requester, and afrit* u* i* to* ttomtk&k* a the docureentefe) 
dhsfl^ed 50 that vre may anveori oqf fles (See ind$t C) 



6. Acknowledging the request 

Once it has been determine that it is a SIG Request for records the request then must be 
acknowledged by creating an acknowledgement letter. The exception to this is for partial 
referrals and consultations, acknowledgment letters are not sent out for those requests. 

6.1. Create the acknowledgement letter 

Once created, a default acknowledgement letter will come up as a word document. The default 
letter MUST be edited and modified to address each unique FOIA request. 

• Enter cut-off date paragraph, below: 

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.4(a)), 
USCIS uses a “cut-off’ date to delineate the scope of a FOIA request by treating 
records created after that date as not responsive to that request. Therefore, in 
determining which records are responsive to your request, we will only include records 
in the possession of this agency as of January 2, 2014, the date we began the search for 
records. 

• Address fee waiver 
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• Address expedited treatment 

• Enter time extension paragraph, below: 

[Track 1 Use this time extension language] Because of unusual circumstances we may 
not be able to process your request within the statutory time limit, therefore, it will be 
necessary to extend the time limit for processing by ten working days due to the need to 
search for and collect the requested records from field facilities or other establishments 
that are separate from the office processing the request. Regardless of any delay, your 
FOIA/PA request will be complied with as accurately as possible. 

[Track 2 Use this time extension language] Because of unusual circumstances we may 
not be able to process your request within the statutory time limit, therefore, it will be 
necessary to extend the time limit for processing beyond the ten working day extension 
period due to the need to search for and collect the requested records from field facilities 
or other establishments that are separate from the office processing the request. You may 
wish to modify your request so that it can be processed within the statutory time limit or 
arrange an alternative time period with our office. Regardless of any delay, your 
FOIA/PA request will be complied with as accurately as possible. 

7. Fee Waiver Request 

7.1. Under 6 C.F.R §5.11 (k) a requester can ask for a fee waiver. To qualify for a fee 
waiver the requester must establish the following: 

6 C.F.R §5.1 1 (k)(l)(i) Disclosure of the requested information is in the public interest 
because it is likely to contribute significantly to public understanding of the operations or 
activities of the government; and 

6 C.F.R §5.1 1 (k)(l)(ii) Disclosure of the information is not primarily in the commercial 
interest of the requester. 

• To determine whether disclosure is in the public interest the subject of the requested 
record must concern the “operations or activities of the government,” with a 
connection that is direct and clear, not remote or attenuated 

• To determine if the informative value of the information to be disclosed is “likely to 
contribute” to an understanding of government operations or activities please note 
that the disclosure of information that already is in the public domain, in either a 
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duplicative or substantially identical form, would not contribute to such 
understanding where nothing new would be added to the public’s understanding 

• Additionally the disclosure must contribute to the understanding of a reasonably 
broad audience of persons interested in the subject, as opposed to the individual 
understanding of the requester. A requester’s expertise in the subject area and 
ability/intention to effectively convey information to the public shall be considered; 
it shall be presumed that a representative of the news media will satisfy this 
consideration 

• How to determine if the disclosure is likely to contribute “significantly” to public 
understanding of the government’s operations or activities. The public’s 
understanding of the subject in question, as compared to the level of public 
understanding existing prior to the disclosure, must be enhanced by the disclosure to 
a significant extent. We do not make value judgments about whether information is 
“important” enough to be made public. 

• The primary interest in disclosure is “primarily in the commercial interest of the 
requester”. A fee waiver or reduction is justified where the public interest standard 
is greater in magnitude than that of any identified commercial interest. Components 
shall presume that where a news media requester has satisfied the public interest 
standard, the public interest will be the interest primarily served by disclosure to that 
requester Disclosure to those who merely compile and market government 
information shall not be presumed to primarily serve the public interest. 

• You must inform the requester of your determination of the fee waiver request in the 
acknowledgement letter, whether it is granted or denied. If the request is denied, you 
must articulate why it was denied, don’t simply recite the C.F.R. language. 

8. Expedited Treatment Request 

8.1. Under 6 C.F.R §5.5 (d) a requester can ask for expedited treatment. To qualify for 
expedited treatment requester must establish the following: 

6 C.F.R §5.5 (d)(l)(i) Circumstances in which the lack of expedited treatment could 
reasonably be expected to pose an imminent threat to the life or physical safety of an 
individual; OR 
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6 C.F.R §5.1 1 (d)(1)(H) An urgency to inform the public about an actual or alleged 
federal government activity, if made by a person primarily engaged in disseminating 
information. This is the most commonly received request. 

• A requester primarily engaged in disseminating information, if not a full-time 
member of the news media, must establish that he/she is a person whose main 
professional activity or occupation is information dissemination, though it may not 
be his/her sole occupation 

• A requester primarily engaged in disseminating information also must establish a 
particular urgency to inform the public about government activity involved in the 
request, beyond the public’s right to know about government activity generally 

• Within ten (10) calendar days of its receipt of a request for expedited processing, the 
component shall decide whether to grant it and shall notify the requester of the 
decision. 

• If the request is denied, you must articulate why it was denied, don’t simply recite 
the C.F.R. language. 

8.2. Requesters who seek expedited processing must 

• Submit a statement certified to be true and correct to the best of that person’s 
knowledge/belief, explaining in detail the basis for requesting expedited processing 
(see examples next slide) 

• Formality of certification may be waived as a matter of administrative discretion 

9. DHS Pre Review 

9.1. Certain requests are considered high profile and must be reported to DHS 

Headquarters (HQ-DHS) for their awareness. The below FOIA requests must be 
reported to HQ-DHS 

• A request which relates to a Presidential or agency priority; 

• A request in which the requester or requested documents will gamer media attention 
or is already receiving media attention; 
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• A request for documents associated with meetings with prominent elected, business 
and/or community leaders; 

• A request for congressional correspondence; 

• A request from a member of the media; 

• A request from a member of an activist group, watchdog organization, or special 

interest group; 

• A request for documents associated with a controversial or sensitive subject; or 

• A request for documents associated with a senior official of USCIS. 

9.2. Draft initial write-up as a word document using proper format 

Example: On January 16, 2014, Joe Shmoe, an investigative producer with DEF News in 

Washington, DC, requested from the United States Citizenship and Immigration 
Services (USCIS) records pertaining to whatever on January 29, 2014. (Case 
Number USCIS COW2014000XXX.) 

9.3. Create folder in S:\FOIA\SpeciaI Interest Group (SIG)\SharePoint uploads 



I. The above S: folder contains separate folders organized by year 
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• Insert copy of the request into the appropriate year folder 

• Insert the initial write up into the same folder 

• Set FIPS Category Tab to DHS Review 

9.4. Email supervisor and mission support personnel notifying them of the request and 
folder creation. The mission support personnel is responsible for reporting the 
request to HQ-DHS 

10. Staffing For Records 

10.1. Identify the agency component that would likely have records 

• USCIS is composed of several agency components. The majority of records 
requester are staffed to the following components: 

I. Field Operations Directorate (FOD) 

FOD will have records related to citizenship and naturalization. They will 
also have vacancy announcement records if the hiring office was a Field 
or District office 

II. Human Resources (HROC) 

HROC will have USCIS vacancy announcement records, such as certified 
lists and resumes 

III. Fraud Detection and National Security (FDNS) 

FDNS has records concerning immigration fraud and immigration fraud 
investigations 

IV. Office of Chief Counsel (OCC) 

OCC will have records regarding legal opinions usually dealing with the 
drafting and implementation of new policies or interpreting policies and 
laws 

V. Office of Legislative Affairs (OLA) 

OLA provided records for requests for congressional correspondence, 
both U.S. House of Representatives and Senate 

VI. Office of Performance and Quality (OPQ) 

OPQ provides data and statistics related to USCIS applications and 
petitions (forms). OPQ DOES NOT provide immigration or visa 
statistics. 

VII. Investor Program Office (IPO) 
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Formerly referred to as SCOPS-EB5, IPO provide EB5 (foreign investor 
visa) records. 

VIII. Refugee, Asylum, and International Operations (RAIO) 

RAIO provides records related to the refugee and asylum programs, as 
well as USCIS overseas programs and offices. RAIO also provides 
refugee and asylum application and petition data and statistics. RAIO 
provides the hiring office records for vacancy announcements for asylum 
and refugee officer sand overseas positions. 

IX. Service Center Operations (SCOPS) 

SCOPS will have records related to employee based visa applications and 
petitions. They will also have vacancy announcement records if the hiring 
office was a service center 

10.2. Create Responsive Records Slot in FIPS 

• Under the Tasks tab click “Create File Request” and select the appropriate USCIS 
Component Office from the list (e g. FOD, OLA, OCC, OPQ, SCOPS, RAIO) 

FIPS v7.G,a.O Production Work Qui 

Fee information \ 

A -Number 

|:No A- Number entered \ 

• EDMS ! 

■;i Legists tivS Affairs - OLA 
:| OCC 

i; Office of Citizenship 
i Performance end Quality - OPQ 
;i| Personnel Vacancy Announcements 
:;i Policy and Strategy - P and S 
>: Proactive Disclosure - - A AO cases 

i SAVE -Verification Division 


Contents Discussions Cass Actions i 

Task 

Search For Duplicate -Cases 
Create File RcOjvtest 
Final Action Letter ''W' " ’ 

Specialty Letter 
Status Letter 
Blank Letter 
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Not Started \ 
Hot Started \ 
Not Started { 
Not Started \ 
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10.3. Request records via ECN 

• Go to the ECN staffing request page at: 

http://ecn.uscis.dhs.gov/team/esd/Division/>iR(yBranches/KOIA OPS/SIG/SIG 
% 20Case% 20T racking/Lists/T ask/All I terns, as px 

V»VVVWVVWYVYYVYkVYYVYVVVkVYYVYYVVVYYVVVWVVYVVVYVVV»VVVVY^A^VVVYVVYVVYVVVYVVVVYYVY^ 

• At the bottom click “Add new item” 



• This screen pops up 
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10.4. Request records via FIPS for: 

• Contracts 

I. A Contract FOIA request will either reference a USCIS contract or USCIS 
contract number starting with HSS. The request will be scanned into the 
CNT queue using the CNT queue cover sheet. Below is an example of a 
contract FOIA request. 

| From: fOJA GROUP ] 

\ Sent; Sunday, December 29, 2013 1-08 PH \ 

\ To; FOIA, USGS 

j Subject; Hm .2013 FOIA Request - HS5CCGG8FGS292 {Please Confirm: Receipt & Proofing} [F6I# 412753 

I Importance; High 

j Good morning, under the provisions -of the Freedom of Monition Aci s . I hereby request a copy of the j 

| following documents identified to HSSCCG08F00292: . • j 

I) Credit Reporting Services contract & SQW/PWSJ with EqniM Information Services, Contract: \ 

j #GS23PAOO 14, Order# HSSCCG08F003S2 ’ | 

| ' Fmm confirm receipt md processing of this request.. If you have any questions please contact me at 
j I agree to pay reason able fma fees, however, please notify me if these fees exceed $55,00 tor \ 

\ approval Thanks, — \ 
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n. Under the Tasks tab click “Create File Request” and choose Contracting 
Office 


Accessing Fes Information j 

j A- Number : 

\ :Ne A - Numb er ent-e red I 

I EDMS i 

I : ‘ v ' ’ ” : M til : v v 1 1 1 

|: | Chief Financial Officer - OCFO y 

j; ;ii Communications - OCGMM "" i 

pi; Contracting Off LJ 
pi; Director 
|| EDMS 

Enterprise Services - ESD 
|i| Equal Opportunity 

I I Executive Secretariat - SXSO ||$ 

; 

Name pu'uuuuu'u j 

Email j 

CC Email fr. j 


j Cancel j 


| Contents 11311:15^ Discussions Case Actions History 

| Task 

i • Serareh-r^r-Oupkafee-Sases 
I C reate Additional Ca ses 

*: rv — r: I ^ n -f- » ~ .//k. 

; 'wi cciic < ti'c: i\cq’JC.o\ *<$$$##£ 

1 Aeknuwledg^ent-tettlf ' 

]'■: Final Action Letter 

| Specialty Letter 
{ Status Letter 
\ j Blank Letter 
| Interest Letter 
U Expedited Denial Letter 


Status 
Not Started 


Not Started 
Not Started 
Not Started 
Not Started 
Not Started 
Not Started 




No Staffing Letter 
Customize Letter 
File Missing/Lost 


• A-Files and Receipt Files 

I. If the request is for a complete A-File or Receipt file you will need CIS and 
NFTS access in order to locate the files. The records are staffed via FIPS the 
same way as on the A-File side 
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ii. Requirements for a Valid Request 

11 . 1 . 

A valid FOIA request must: 

• 

• 

Describe the records sought 
Must have a mailing address 

11.2. 

Describe the records sought 

• 

The requester must describe the records in enough detail to enable agency personnel 
to locate them with a reasonable amount of effort. A FOIA request that might seem 
broad or burdensome does not mean it does not describe the records sought. 
Remember, the key to determining whether a request is or is not described is the 
ability of agency staff to reasonably ascertain exactly which records are being 
requested and the ability to locate them. 

11.3. The request may need to be closed at the point of creation or the requester 

may need to be contacted for the following reasons: 

• 

Our office responds only to requests for USCIS records, the request may have to be 
referred or redirected to another agency. \ 

• 

The request may be larger or cost more the requester realizes. 

• 

The requested records may already be publicly available and the case should be 
closed NA directing to the requester where to look. 

12. 

Customer Service 

12.1. We should reach out to the requester when the request is not clear, 

voluminous, or costly. 

• 

Contacting the requester: 

I. Email contact: Email communication with the requester is preferred in order 

to have the most accurate record of correspondence with our customers for 
the file. However, sometimes it’s easier and faster to call them. 

II. Phone contact: 
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a) Long-distance/international calling is authorized as long as it is work- 
related 

b) Be aware of their time zone and the proper pronunciation of their name before 
you call. 

• Identify yourself and that you are with the USCIS FOIA Office. Tell the requester 
you are calling them concerning their FOIA request. 

• Case note phone conversations. 

• It is up to you if you want to provide them with your work phone number/extension 
or email address. Some requesters will contact you frequently or even you’re your 
information public. 

12.2. Effective Communication 

• Suggested questions for clarifying the request: 

I. What do you mean by ? 

II. Tell me more about ? 

III. You stated that you are requesting . Am I correct in thinking that you 

are asking for ? 

IV. Do you have any idea which agency or agency component might have those 

records? 

V. You stated you first heard about this on/from (a particular internet site/ a news 

article/ a press release). Can you tell me how I might find that? Do you have 
a copy of that so that I might reference it as well? 

• Ask if they have attempted to locate the records in other ways: 

I. What other ways did you try so far? 

II. Have you looked at the Department of Homeland Security/USCIS website to 

see if that information is available there? 

• Suggested question for narrowing the request: 

I. Is there any particular record you are looking for? 

• If the request looks voluminous and the Requester has not asked for a fee waiver 
and is not the type of requester who would automatically qualify for one you might 
want to explain to them how we assess fees and your estimation of the kind of fees 
to expect with this request. 


SIGNIFICANT INTEREST GROUP (SIG) SOP 


13. Referring and Redirecting Requests 

While creating cases be sure that the scope of the request is for USCIS records. Many requesters 
are unsure of USCIS’s mission and will submit a FOIA request for records USCIS does not have. 
Keep in mind USCIS’s mission statement: 

USCIS will secure America’s promise as a nation of immigrants by providing 
accurate and useful information to our customers, granting immigration and 
citizenship benefits, promoting an awareness and understanding of citizenship, 
and ensuring the integrity of our immigration system. 

As the mission statement explains, USCIS provides benefits. USCIS is not a law 
enforcement or intelligence agency. When the request is for records that do not relate to 
immigration benefits or an obvious function of USCIS then it may need to be referred or 
redirected to another agency. 

13.1. Referring 

• When the request should go to another DHS agency (e.g. ICE or CBP) it is 
closed RF-referred. This sends the request directly to that DHS agency and 
also notifies the requester that the request was sent to the other agency and to 
expect a response from that agency. Examples include the following: 

I. Apprehension/Detention/Removal/Deportation Records (beyond A- 
File material) 

• ICE or CBP 

II. SENTRI/NEXUS/GLOBAL ENTRY/FAST Database records 

• CBP 

III. Apprehension at ports of entry 

• CBP 

IV. Inspection records 

• CBP 

V. Entry records (beyond A-File material) 

• CBP 

VI. Immigration statistics 

• DHS Office of Immigrations Statistics 

VII. 1-9 Records 

• ICE 

Example of a referred request: 
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June IS, 20 13 


VIA REGULAR MAIL 

US. Imirogradon and Customs Enforcement 
Freedom, of Ifi formation Act Office 
500 12th Street, S, W,, Stop 5009 
Washington, D.C, 20530-5009 



Dear Sir/Madatn: 

We represent the -World Assembly of Muslim' Vdtidi^ ii WAMV M ) md the World 
Assembly of Muslim fn&matimrt ( M WA*MY IntT) in the ntuitidistrict litigation entitled 
Jn re Terrorist Attach of September J !, 200 h MDL 1 57(1 

This h a request under the Freedom of InibHnatkhj. Act {"FOIA")* We hereby 
request copies of the following records, as well as any attachments, which were 
released to Counsel in response to -heir correspondence requesting the information listed 
below. 


L 

Bureau of Immigrati on md Customs response to FO 

Bate: 12/8/200-3 . 

From; 

To 

1A Request 

i i 

1 

i 

j. 

j US Immigration and Customs Enforcement response to 
: Request 

: Bate; 10/16/2006 

i From: . 

: t >v '• 

FOIA 

‘2." 

: 10- 

j * including attachment • 



• To Close as referred: 

II. Click “Final Action Letter” 

III. Select RF : Referred to a DHS Component 

IV. Select which DHS component to send it to 

V. Click “Submit” 

VI You will need to modify the FAL and memo to reflect the request 
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FIPS v 7.0 .o.O Production 


•• : Work Queries 


Actions 


Standi! 


Processing: fee Information 

Final Action Letter 

DP 'Duplicate ! 

! ER.:. Created in Error i 

ijF'C: Requestor's failure to comply ii 

:| FI Requestor’s failure to ID records ! 

i j NA : F Q l A or PA no t applies bie i 

ijNS:Not applicable -certified copy I 

/{ NR ;’Mon- possession of records i 

s OR: Old records- ii 


il RDc Redirected to another agency 


i TO: Total denial 
i UT. Unable to- locate records 
ii] WD': Request m thdrawn 



Final Action Dependent Options 

Records Needed 

Li Insert Clerk of Courts /National Archives paragraph 
□ Insert women married to U,S, citizens paragraph 


Non-POIA Operational Unite 




: Redirects/ Referrals 

il Department of Homeland Security 
ij Federal Emergency Management Agency 
; Immigration and Customs Enforcement 
ii] Trans porta tion Security Administration 
ijU.S. Customs and Border Protection 
; United States Coast GuBid 


Reset i j Cancel 


Contents Discussions 

Case Actions 

Task 

Status 



•.( } i s/< ui4/<mcs ^aaca- 


Create Additional Cases 

Not Started 

Create File Request 

Not Started 

Acknovv ledge ment Lett a r 

Nat Started 

Filial Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 


History i 


13.2. Redirecting 


• When the request should go to another federal government agency outside of 
DHS (e.g. FBI or DOS) it is closed RD-redirected. This notifies the 
requester that they should send their request to the other agency. Please note, 
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the request is not sent to that other agency, the requester is instructed to do 
so. Examples include the following: 

I. 

Records concerning prison or prison guards 

• 

Bureau of Prisons (BOP) 

II. 

Visa Statistics 

• 

Department of State 

III. 

Passport information 

• 

Department of State 

IV. 

Expatriate information 

• 

Department of State 

V. 

General law enforcement activities (not DHS) 

• 

FBI 

VI. 

Employment/personal background investigation records 

• 

Office of Personnel Management (OPM) 
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Example of a redirected request: 


F 

iTKXXiyS 


May 14,2-013 

VIA MAIL 

U S, CITIZENSHIP AMD IMMIGRATION SERVICES NATIONAL RECORDS CENTER 

FGIAJPA Office % i 

300 - 1 50 Center L&op j 

L^'s Summit, MG : $40634139 I 

USA 


Dear Sir or Madam: j 

On August £7, 1980, One United States Department of fee teed m 'Department of State Aiirgrafn of August Zi, 
1380 regarding expatfistltte fa light of Vstee v. Termite Ho, 79-1 143> ctes&eef dawary 1& tteft doeurneat is 
hereaiter refers Jo as Ite Atrgram' Pursuant to the Freedom of tnfermaSon .Act (TO&A"), 5 U-S-.C-. § S$2 and ftlated 
te$sl autNari^v and :in tJcmpKatice w«h your pushed in^st-onsia^plccaiLs to such re^uosts, m heraoy request 
coipls-s gf a?l cf the fcltewteg items: i 

t , Any »ftd ait memoranda rase-arch, notes, cornmynicattort ar^fcr retswds which relate to- the p-repsTStteft of tfte 
efrgram; j 

2, Arty arte! .ail memoranda, research , notes, communication and/or reomfs generated tetews January 1„ 1965 
and -June 12, 159© which discuss the apptfso&w rfAffoyimW. v%sA 3B7 : U,S. 253 {1967},. to a y,§. citizen's 
potential loss of sud> cHtoftnstop through ofentos neteml&SHea fa & foreign state or taking an oath, or making 
otter formas of aJIegiarcea to a foreign state or a p$iM sutwfivtakm thereof; 

3.. Any and all memoranda! research, f>qJsa> aoromuntasto andter rtKWds wh-icf's retffte to the pwmitgaston, 
revision , or sdopfloa of the current 22 C.F.R 50 .40 ar-tJ any ptecteoessor regutaSons; 

4.. Any and all communtealifcn wite other departments or agettetes of the United States government and/or with 

government departments or egeactee. of torn ip atetes. reteJing to toe pravtoiew of notice, s*r m&6hc^ng of the 
occurrence, cf UvS, c^$en$ taking potential or<f>a?ria*ting acts, and which wore produced and/or rec&H&t 
between January 1, 1969 and June 12, 1398, and i 

5, Any and ail: 

:i, teeraotendsi, lesesrfih, notes, oommurttoateri ardter retards cor.tateing records of certtfiaaiesi of loss of 
ftafioraffly, end 

I, any srto atl correspondence with: US residents icsfteved to-fcave natorafeec to s foreign country; 
issued pursuant to frs pygvistena of the Airgram.. I 


A 


MiwifyY Ga^tri^r Till! Laiw [JlP 

25f*Cv 7LS> ■• S MW SVV 

G«9*rY.AH '&m 

CA’-SS? 

I-,-; W3.6S3.&KC 
l- 4!&693.tftR 
r?wtoteax-cf»?j 


S/G 


Tax well solved 


• To close as redirected. 

II. Click “Final Action Letter” 

III. Select RD: Redirected to another agency 

IV. Select which agency to send it to 
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V. Click “Submit” 

VI. You will need to modify the FAL 


FIPS v 7,0. 8.0 Production 

Siil Processing 

fins! Action Letter 


Work Queries 


Actions: 


Stands 


Fee Information 


ii DP: Duplicate 
i|ER; Created in Error 
:|FC: Requester's failure to comply 
;i FI: Requestor's failure to ID records 
!;NA:FOIA or PA not applicable 
ijNBiNot applicable -certified copy 
;! NR: Non- possession of records 
OR;. Old records. 

!jRF; Referred to a DHS Component 
ijTD: Total denial 
ijUT; Unable to locate records 
jiWD: Reque s t w i thdra vvn 


Records Needed 

• J Insert Cie r k of Co ur ts/Na tional Archives paragraph 
i Insert women married to U.S. citizens paragraph 


Nora-FQIA Operational Units 


Masons V;V ' V ' V ' V ''' V ' V ' V ''' V ' V 


ii Air Force 
5 Army 

Bureau of Alcohol Tobacco & Firearms 
j| Central Intelligence Agency 
: Civil Rights Division: 
jj Commerce Department 


: ! Reset j i cancel j 


Contents 


Discussions 


Case Actions; 


History : 


Task 

Status 

Search For Duplicate Cases 
Create Additional Cases 

Not Started 

Create File Request 

Not Started 

Ackn o w 1 sdg e m en t L etter 

Not Started 

Final Action Letter 

Not Started 

S p ad 3 Ity Letter ' $&■**«*■ 

Not Started 

Status. Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 
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14. Maneuvering FIPS 


14.1. Changing Tracks 

i. Bring the case up in Standalone 


US. Citizenship 
immigration 


services : 


f Search Case Standalone 

| Status; JH| 

| Control Number ; c 0 ^ 2 0 1 3000664 

I Request Number: 

I Created Aft erf" 

| Office: 

I Requester Lest Name f 

| Requester First Name: 

| Requester M i d d I e N a me : 

| Subject Last Name: 

I Subject First Name: 

| Subject Middle Name 

| A, -Number: 

j:j Topic:'’ 


Submit 


Clear 


■Close 


| Export List 


Control Number 

Date 

Req Last 

Req First 

Subject L) 

£, 

Received 

Name 

Name 

Name 

lcg^€QW20 13000564 

8/23/2013 

Jay 

Katherine 


iTotat item(l'i%Sirid {!) 
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ii. Select the Track you want the case set to 


Processing Fee Information 


:#!ce: mw v"; CO W2G 13000664 


Status Closed PD 11/26/2013 


Web Entry 


Received Scanned Created Perfected Final Action Closed Final Reply Due 

8/23/2013 / OS/23/2013 S/26/20 13 ;8/26/2013 "i 1 1/14/2013 1 1/26/2013 09/23/2013 


Requester Information 


Edit Requester 
Change Requester 


Subject Information 


Number! 


! P i:C iUSClS policies on d practices in evaluating orphan visa applications 


/■Track":: 2 

Type 1 ; £i)' L A R*q: eat 
Source " others 
stsgory * OTHER 


Referred From 

& Expedited Denied 
$■ Fee Waver! Granted 


Print To CD 
h] PA Cited 
0 In Litigation ^ 

In Circular Search 
ED Delinquent 


Calculate Queue Position 


Case has Referrals 
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iii. Click “Save” 


Processing Fes Information 

Office! c .Qv\ : v- i COW20 13000664 Status Closed PD 11/26/2013 

Received Scanned Created Perfected Final Action 

^ 8/23/2013 08/23/2013 8/26/2013 jS/26/2013 

Requester Information 


1 1/14/20 13 


Closed 

11/26/2013 


. Web Entry 
Final Reply Due 
09/23/2013 


Edit Requester 
Change Requester 


Subject Information 

First 


Middle 


Last 


A-Numherff| ' : 

Topic jfjccig policies and practices in evaluating orphan visa applications 


Track 2 
Tvpe f?jlA Request 
Source " others 
stsgory * OTHER 


v ! 

1 

VI 


Bureau ^is : yy 
Referred From 

$ Expedited : Denied 
^ Fee Waiver: Granted 


A 

o.V. 


Print To CD 
Ej PA Cited 
El In Litigation ^ 

I J In Circular Search 
D Delinquent 


1 Calculate Queue Position 


Case has Referrals 

: save $ 
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14.2. Moving a case to another FIPS role 

Example: moving a case to administrator role: 

i. Under the work queries tab select Admin: Case 
Reassignment 


; :p CsseSSD Home 


WPS 


■*' Warfc Queries i 


Attmtofetrator Qmrh'S 

Atkmx ftodwc&of! 

CM* RoASOiOOIttOOt 
Mi S&ffiftQ Lomhm 
AS 

AS ihM$ To Qftko 

AS USOfS ASS k;n-fcd To SolO: 
Case Workftow Qneim 
Afcm&raTor tr#ck 1 
Adthwi^aftr Track 2 
. Cm& Create 
Cm* Pm^SSOr Trad; i 
: CM* Ptezm&x Trad 2 
Pot# locator 
MOM 
&y Quarks; 

Ovwrdvi® v/ork 
Work. nc& comp&t&S 
WorkfJow Quarks 
AS Qffkife QoeuO Comi 
Cm*? 

: Av^Su&k Cases in AS Office® 
Cm%% « kok in Users Ofkee 
QQouO Com ; 
teased Quooe €#mt \ 
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ii. Enter the case Control number (no spaces before or after) 
hit enter or click “submit” 


FIPS V/, 0,8/0 Production- r vVcrk Queries Actions 

Standalone Search 

Offi-c 

Search Case By Control Number Queue User 



Search Criteria 


ftddit 

Control Number i| 

Office 


Re 

FIPS Role j ii?; 


Re 

FIPS Login: ID i 


Su 



Su 

Narrow the Search to When the Case Was Last Moved in the Workflow 


Su 

To 

Start Date Received; j 

End Date Received ; j 


Re 

Da 

Tr.: 






SllbiTiit :i 
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iii. Put your mouse cursor over the case and left-click 


j FIPS v~ O S, Q Production r Work -Queries ? Actions 

| ijSearch Case By Control Number Queue User 

\ Search Criteria 

} | Control Number jcow2013000S31 

\ | Office jcow 

1 1 FIPS Role : 

1 1 FIPS Login ED ! 

I Narrow the Search to When the Case Was Last Moved in the Workflow 

I I St a it Date Receiv e d i j 

1 1 End Date Received ; j 


| Control Number Received Office Activity Name Locked By Lock Type Requefi 

i • ; / / cow 2 qi%mkb 31 ' ^ 10/15/2013 cow ; ; ; cai , m ; i ^ ' ' r dsrcfch pS ddiddkdd ; za*m*d| 

j /Total item/s) Found (I) \ 
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iv. Click the little person icon 

FIPS v7 ,0,8.0 Production 'c yy ork Qu eri e s : ; ‘ ?r Actions 

;i Search Case By Control Number Queue User 

;i Search Criteria 

Control Number p"— ™ 

I Office icow 

i| FIPS Role i 

| FIPS Login ID H' 

Narrow the Search to When the Case Was Last Moved in the Workflow 

| St a rt Date Receiv e d i j 

;! End Date Received ; j 


iofc^l Number Received Office Activity Name Locked By Lock Type Requefi 

Hi mm lllllll | |i ' ; H? N IB, i l ; : lll | y H N : ■ ! I 1 Ili^ 

Total item(s) Found (1) j 

v. Click OK 
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vi. From the three dropdown boxes select the role, office, and 
user you want it sent to and click “submit” 


Forward To Role | Administrator Queue 
Rea s sign To Office ; c 0 W 


[: Subi^t i| | Cancel 


vii. To confirm that the case was moved - click the submit 
button. The case should show its new status 


(b)(6) 


: FIPS v7,H8,Q Production f v vverk Queries v actions Stands tone Search Offki 

ji Search Case By Control Number Queue User 

f! Search Criteria Add it; 

Ccntroi: Number Rsj 

| Office 7? T T 7T ~~ Re| 

| FIPS Role ||§ Re| 

| i FIPS Login ID :||| Suj 


! suj 

! suj 

Narrow the Search to When the Case Was Last Hoved In the Workflow 

I Toj 

Start Date Received: 

End Date Received Ca i; 


ld| 



14.3. Changing Office Queue 

i. Be logged into the office where the case is assigned 
1 . If it is in COW, be in the COW office 


FIPS v7.0,S C Products^ 


Work Queries 


"'Actons 


Standalone Search 


: office: cov'£ change officer 
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ii. Under the work queries tab select Admin: Case 
Reassignment 


: M 


VIPS v7 PrMmtum 




Administrator Qmrim 

Adsfitru B&SckfQ Case ft&dyctiori 
Acte; C&s* 

•■ y '' a$ Stafcj LCftaftJOftS 
All User Offices 
ah Am%m# rc ofe 

AS ysSJS AS&h^V&d ?0 

Case WOfikfew Qmm% 

Track i 

Case Drsstor 
: C£$8 Ptt<4 £$ Of &*>;& i 
■ Ctea ftrscgssof Trader ; : 

: Record? Ussier 

My Queries 

Overdue week 
work r&z zomptetz-i 
Workflow Queries 
AS Office- Queue Ctftatt 
Cases 

■ : Ava^afee u.s : sss? i ' 

Av&:3&$ C8£&$ in M 0&£g£ 
Cssss m kuk in listers Ciikt 
Cowers Offfca Queue Ceurtf 
Research Queue Cow. 
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iii. Enter the case Control number (no spaces before or after) hit enter 
or click submit 


FIPS V 7, 0,8,0 Production work Queries 

Search Case By Control Number Queue User 

Search Criteria 


Actions 


Standalone Search 


Offi-c 


Additl 


Control Number 
Office SCOW 

FIPS Role 
FTPS Loam ID 


Narrow the Search to When the Case Was Last Moved m the Workflow 


Start Date Received j 

End Date Received ; 


R ej 

Re] 
Suj 
Suj 
Su| 
Toj 
Re | 
Da] 
id 


iv. Put your mouse cursor over the case and left-click 


Submit 


l : : FIPS v 7.0, 8.0 Production •' work Queries 

j iSearch Case By Control Number Queue User 

\ ; Search Criteria 


I A- Actions ; 


(b)(6) | 


Control Number 
Office IjCOW 

FIPS Role 

FIPS Login ID i 


v: 

V ' 


Narrow the Seard* to When the Case Was Last Moved in the Workflow 

Start. Date Received: j 

End Date Received f i 


Control Number Received Office Activity Name Locked By Lock Type Reque?: 

I CO^'25i3SSS83i ' £ 3^ ieiSw: : : : cSi ; = = : : : ■ : : riferxfch uink'Cked SSmuilj 
j Iota ! item { s } found ( l } I 
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v. Click the little person icon 


(b)(6) 


j FIPS v~ O S, Q Production r Work -Queries ^ Actions 

| ijSearch Case By Control Number Queue User 

\ : i Search Criteria 

Control Number 

j | jcow 

1 1 FIPS Role j 

1 1 FIPS Login ED ! 

I Narrow the Search to When the Case Was Last Moved in the Workflow 

I I St a it Date Receiv e d i j 

1 1 End Date Received ; j 


\i Number Received Office Activity Name Locked By Lock Type Roque* 

j yi ;|§& lillil ||; ' ^ ugf llillll llti ; ; ; i£|| I Ui l III l \ i#*#M \i I! W*M 

j Total item(s) Found (1.) \ 



v. Click OK 
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vi. From the three dropdown boxes select the role, office, and 
user you want it sent to and click “submit” 



Forward To Role \ Administrator Queue 
Reassign To Office; cq'vV 


Reassign To User 





vii. To confirm that the case was moved - change office to the 
office the case was sent to. Go into the Work Queries- 
Admin: Reassignment tab. Enter in the case number click 
the submit button. The case should show its new status 


; FIPS v7,0,8/0 Production jv work Queries % Actions 


Star 

ids tone Search 

Offici 

| Search Case By Control Number Queue User 





| Search Criteria 




Add it; 

v : Control Number 1 | 




Re!; 

urrics iCOW 




Rei; 

fi : FIPS Rots 




Rs| 

ii FIPS Login- ID 




Suj 





Su;i 

I; Narrow the Search to When the Case Was Last Moved in the Workflow 




Su!| 

To| 

t; ; Start Date Received: 




Re| 

| : End Date Received j 




Da; 





M 





W;^;:,SubiTlit j | 







15. Duplicates 

A duplicate request is a request from the same requester and the same scope of the 
request. When checking for duplicates while case creating if you discover a case that 
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appears to be a duplicate analyze both cases very closely to verify if it is indeed a 
duplicate request. 

15.1. A duplicate case is found - submitted around the time as the new request 

• If a true duplicate case is found check the dates on both requests to see if 
they were submitted at the same time (requesters will often submit the same 
request via regular mail, fax, and email). If they were both submitted around 
the same time close the new request as created in error ER. 

15.2. A duplicate case is found - submitted at different dates 

• Sometimes a requester will either not receive our acknowledgement letter or forget 
that they already submitted that same FOIA request. This can be determined by 
analyzing the dates for the two requests. If this is the case then the new request 
should be closed as a duplicate DP, informing the requester of their previous FOIA 
request. 

15.3. Two cases have already been created and acknowledged but are duplicates 

• If there are two cases from the same requester with the same scope and they have 
both been created and acknowledged then close the most recent case as a duplicate 
informing the requester of the duplication in our system and that the first (original) 
FOIA request will be processed 

16. Search Fee Estimates 

Unless granted a fee waiver or media/educational status, every requester automatically agrees 
to pay fees up to $25 by filling a FOIA request. Sometimes a FOIA requester will state in 
their request to pay fees up to a larger amount. The requester should be notified if fees 
exceed the agreed upon limit. 

Prior to staffing for records the nature of the request may indicate the possibility of a large 
fee total. A fee estimate from the agency component should be obtained. Either a request for 
a firm commitment to pay or a request for advance payment of fee estimate should be sent to 
the requester notifying them of estimated search fees. 
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16.1. Calculating Search Fee Estimates 

• To obtain a fee estimate as the agency component’s POC the estimated 
search time it will take to locate responsive records and the pay grade of the 
individual(s) performing the search 

I. 6 C.F.R. § 5.1 ll(l)(ii) the below wages apply to fee calculations 

a) Clerical personnel (typically GS 1-7) - $4.00 per quarter 
hour/$ 16.00 per hour. 

b) Professional personnel (typically GS 9-13) - $7.00 per quarter 
hour/$28.00 per hour. 

c) Managerial personnel (typically GS 14 and beyond) - 10.25 per 
quarter hour/ $41.00 per hour. 

II. The first two hours of search time is free for non-commercial 
requesters 6 C.F.R. § 5.1 l(d)(3)(ii) 

III. After subtracting two hours, multiply the remaining search time by 
the appropriate wage. That equals the fee estimate. 

16.2. Firm Commitment to Pay 

• Under 6 C.F.R. § 5.1 1(e) if anticipated fees exceed $25.00 a firm 
commitment to pay letter may be sent to the requester. 

• This letter notifies the requester of the estimated fees and that before we 
proceed with their request we must receive from you a firm commitment to 
pay the estimated total fee amount. It must be memorialized in writing and a 
deadline of receipt must be given 

16.3. Advance Payment of Fee Estimate 

• Under 6 C.F.R. § 5.1 l(i) if anticipated fees exceed $250.00 OR the requester 
has previously failed to pay, an advance payment may be requested. 

• This letter notifies the requester of the estimated fees and that before we 
proceed with your request we must receive from you an advance payment 
for the entire estimated fee amount. A deadline must be given for receipt of 
the payment. 

17. SIG Email Box 

The SIG email box is a portal in which various types of mail are received. Emails 
include, widely distributed messages such as USCIS Broadcasts and Director’s 
Messages, FOIA requests, DHS referrals, and emails from USCIS FOLA email box, 
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and email from A-File side processors. Widely distributed agency wide emails can be 
deleted. Other emails should be reviewed for further action 

17.1. Emails from USCIS FOIA USCIS.FOIA(S),uscis.dhs.gov 

• USCIS FOIA is the NRC’s email box that the public can email. USCIS 
FOIA forwards suspected SIG FOIA/PA requests and questions 

I. If the email is SIG related print it off to be scanned as either a new 

request or CSD 

II. Respond to USCIS FOIA if a reply is appropriate - such as answering 

a requester’s question 

III. If it is not SIG related, respond back to USCIS FOIA explaining why it 

is not SIG 

17.2. Emails from another component 

• Other components such as DHS will send referrals, consultation, or new 
requests to the SIG email box. Review the emails closely 

I. If it is SIG related print it off and have it scanned in appropriately 

II. If it is not SIG related (e.g. FOIA request for an A-File), forward it to 
USCIS FOIA or reply to the sender that it was incorrectly sent to 
USCIS 

17.3. Emails from A-File processors 

• A section of the Processing Guide instructs A-File side personnel to email 
the SIG mailbox if a suspected SIG case comes up in FIPS 

• The email should contain the control number 

• Using the control number, pull up the case in standalone and review the 
FOIA request thoroughly 

I. If it is a SIG request move it to the COW case create queue for the SIG 

case creator to review for additional actions. Reply to the processor 
that you took care of it, CC the processor’s supervisor. 

II. If it is not a SIG request, reply to the processor that it is not a SIG 

request and why it is not a SIG request, CC the processor’s 
supervisor. 

17.4. Emails Containing Responsive Records 

• Print the records and send them to scan 
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• Reply to the sender that the records were received. CC’s the component’s 
POC if sent by someone else. 

17.5. Keeping Track of Work Completed in the SIG Email Box 

• Once an email message has been addressed and there are no additional 
actions to be taken check mark it to show it is completed 

jis FOK, USC1S Thu 7:14 AM n j 


• If more action has to be taken at a later time then Red Flag the message to 
indicate that more action is required 



• Completed email messages should be moved to and stored in your named 
email folder. If you don’t know where to put a completed email, move it to 
the Emails to Retain folder 





| : : .Dg Did emails 

II Dis T«#nbra 
% victoria 


18. Contracts Email Box 

18.1. The NRC Contracts email box is for receiving responsive records from 
the USICS contracting office for CNT cases. Widely distributed 
USCIS/DHS messages are also sent to the Contracts box, these can be 
deleted. 

• Responsive records received should be printed and sent to scan 
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• Tracking work done is the same as SIG emails 

• Completed email messages should be moved to and stored in the Received 
and printed contracts folder 

J F QIA C 0 ^ CT S. RC i s? ,dh . <20 v 

J #2 fev* 

.^1 Received arid printed centrals 

k Q -SfintTkins %• 

Q? item* 

i; : :| imk 
G$bs:< 

if!;!;: RSS F&sds 
•l- !•>!! Ssafsh Pokers 

19. Records Locator 

Records Locator (RL) is a FIPS role that involves the duty of following up with records 
requests for pending cases. Cases will automatically reassign themselves to the RL queue 
once the responsive records pending date expires. 

19.1. To access RL be in the correct office and from the Work Queries tab select 
“Records Locator” 

•k&Avftfs ; j | 

0.3 >:•?; : \ 

: a$ ; : ; : ; ; i j 

; : M ?>v;:r • : 

i’."' v.'mKS! I • 

: : jtofe j ; 

: j 

i : j 

; ; 4vX*rc«vy>i::< T::<v: j 

C Otwottx : • 

j 

v.;-:vJ : j 

Wy OtK'-rte ; : 

: : ; :j; j 

; : Vv:y >kvj vWN^iWvi : j 

WtffWftW Qtwfte* j i 

: : v^ikvj; :•>>>>•,•<:: Cy:.*R ; 

: : !; • 

: : Cs.&t : j j 

;ivai:>Wi>;Os<iS it* #3 \ : 

C:W<5 & Rite tec <j<x<y Oftete. j : 

teasftitefc Cjtetete: i : 
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19.2. A case will come up. Read the case notes very carefully to learn what 
the case status is. The majority of the time you need to send a follow up 
email to the staffed office(s) POC(s). 

• Figure out which office was staffed to and the POC 

• Send an email containing the FOIA request and staffing sheet to each POC 

• Case note that a follow up email was sent 

F Also case note any reply received from the POC 

• Repend the records for 30 days 

L Under the contents tab, right click the icon next to the Responsive 
Records slot you wish to repend 
IF Select Manage Document, a new screen will pop-up 


k j.'**;*;* A 



Skittws ft&ptjtati; A-iseitn; 

| f?j Support**# 

2 j 

jj; ; || Ca&fi 35 

•f ’liOW 5S3*£vi j 

!; ^ : : j K 


i: iOr&ik <*«$ : : : : ; : : : : . j 

PSttJ&Ngj: CiVSSvOV f 

:: \ : 


i: j 3.2 

&*a<*f*« i'imxw l 

|: ark Ate taj&oa mmm 

:=s 

i Pita 

: :Cjre&$ fttfgX : Hi 

l H'&mzi 3&cftr - <XK> j 

if vC Hoot : 

} C<#V jXX&iilSrftt : 

&«<$*$ 3&cw - 0C*0 \ 

f l Cas* Has* 

[ . j[ j:. j! .. &SAS SSgfi J \ 



III. Enter the amount of days you wish to rend the case and click “Update 
Due Date” 


| Responsive Unit 

Director 

Days to Pend i3Q| j i 

| i A- Number 


Update Due Date j 

| : ^ Date Requested 

10/1 1/2013 

Cancel Request 

| ; ^ Date of Latest Request 

12/6/2013 


| i f4 Due Cate 

1/5/2014 



IV. Then close out of that screen and click “Pend” 

V. This has to be done for each pending Responsive Records slot 
• Cases will also pop-up in RL when: 

I. RRs have been scanned into a slot 

a) No action needs to be taken - click “Pend” 

II. When there is a non-records slot that is pending 

a) This occurs when records were copied from another case 
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b) Go into Manage Document and cancel request 

20. Vacancy Announcements 

Vacancy announcement related request are one of the most frequently received and 
processed FOIA requests. These are FOIA requests for records related to a USCIS job 
vacancy, which the requester usually asks for scores, rating, interview notes, and resumes 
of the candidates and/or selectees. These requests can come in the email, as a letter, or a 
G-639. You can identify a vacancy request by reference to a nine digit vacancy 
announcement number. Below is an example of a vacancy announcement request, note 
the operative record description is the number CIS-905548-WSC: 

| 5, DescnplMm of Retar d (s> Requested^ 

\ NOTE: White you m m U> v» atf itema m 2, Mm m ptmfe eomptete mi sp-scifte Momtahcm as 

\ may rcsak in & delay m prawning or ski inability to locate the rroorcir s) or infoimaasm requested, 

: — ^ ri_I I-r ’ " " 

l 1 J Compkte Alias Tite | 

| ® Other i (pUrne specify}^ results of job nmwM & ootcCm-cis- 905.54 8 

\ Purpose: (Optiomk You a?t r«tf rwymtii to tftefiurpffist ofyvw rvqwsi H&mwr, tfoiwgso may assist USCIS fa kxaifag the ii 

wi'deii re spond to your mfuzst.} \ 

\ rcX3-3B5543''HSC< 1 

| i mm & like to wow mo oof belrctko for the job mo I 


20.1. Creating Vacancy Announcement Requests 

• Vacancy requests are scanned into and created in the COW queue. 

• They are set as Track 1 cases 

• Insert the vacancy number in the topic line 

• Follow all the standard case creating steps, also include the below 

• Check for duplicate records by bracketing the number with % symbols 
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Processing Fee Information 

j Search Case 

| i Status @ open ©Closed ©Both 

| : Control Number; j 

| Request Number; j 

j Created After; j |C] 

| Office' v] 

l ; Requester Last Name; |C] 

l I Requester First Name- j r\ 

\ Requester Middle Name ! ; jC] 

\ Subject Last Name: i 

j Subject First Name ; j jC] 

| Subject kiddie Name' i ffj 

| ; A-N umber; j pj 

j TopiC; % 90554g% j i] 

I [ Submit j 


I. If a case is found for the same records request, view that case’s 
records in standalone, if the records are responsive copy them into the 
new case 

II. Copying records from one case to another 

a) Right click the responsive records icon you wish to copy 


\ WB&SSMk Tasks Discussions 
j Q Responsive Records S 

\ Q Staffing Response ' 

| p||ptaffing Letter Z 

j Respon : si^|; Records i 


Case Actions Hi 
Inactive j 

Inactive I 

Printed; ;i 

25 ' Scanned* 


;||| Staffing Response 4 

1 

Scanned ;; 

H| Staffing Letter 3 


Printed j 

H Acknowledgement Letter-FOIA 2 


Printed 1 

: H Request Letter i 

4 

Scanned 


b) Click “Copy Document” 
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W& P * ♦*! tfWf P* X!-fc f 4 


- ‘'te-vl: : 

yM0^ik^Ai 
&$&#%&& 

•: ; : 

touts/# to# Vsr&srt :: 

£ iiv. : ... 

;.v.w.\^ , < '.v.v.v.\v.'..'.v. > .'.v. , .‘.v.‘. > .'. , . , . , .‘. , . , . , .'.‘.‘. , .v .‘.‘.‘. 1 


3 

N 

■I 


c) A new screen will come up on the left side 

d) Type in the case number, ALL CAPS, that you want the records 
copied into 

e) Click “submit” 

f) Then click the left icon 


j j Image Admin Case Search j 

\l Status I Request i 

(b)(6) jjj Control Number " 

|j Request Number ; ”"""”"""1 

:j Date Created j | 

jji: Office j j 

jji Requesters First Name j j 

jji Requester's Last Name j j 

jji Requesters Middle Name: j 

jji First Name j j 

jji Last Name j j 

jji Middle Name j j 

jji A Number j j 

jji Topic j j 

j . / Control Number Scanned Fj 

jjg|| jjt| COW 20 14 00 0-00 i 12/30/2013 1:04:55 PM *j 
j j I oral item(s) found ( 1} j 


g) At the bottom click the Responsive Records slot you want the 
records copied into 



Doc a 

4 

Do cument Type 

qt affine* R ss p n 

» V.VA 

5 

Reap on si v e Records 
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20.2. Creating Multiple Cases From One Request 

Oftentimes a requester will submit one FOIA request for multiple vacancies. When 
this occurs, multiple cases should be created for each vacancy. 

• Create and control original FOIA request 

• Do not create a FIPS staffing request, wait until multiple creation is 
concluded 

• Under the Tasks tab click “Create Additional Cases” 


Content s Discu s sions 

Case Actions. History' 

Task 

Status 

Search For Duplicate Cases 

Not Started 

Create Additional Cases MiMmm#, 

Hot Started 



U i ci Li' ' ii <=' C 


• Ad^ewledge iTi-ent- Letter 


Final Action Letter 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

N ot Started 

Blank Letter 

Not Started 

Interest Letter 

N ot Started 

Expedited Denial Letter 

Not Started 


• Enter the number of additional cases needed and click “Create” 

I. E.g. if three vacancies are listed, you will need two additional cases 

| Create Multiple j 

j Number of Additij 

| j Create | j 

• The screen will list the control numbers of the additional cases, they will be 
in the Case Create queue 

• Finish the case creation as usual 

20.3. Staffing for a Vacancy Announcement 

Responsive records for vacancy announcements are found in two locations, USCIS 
Human Resources Office in Burlington, VT (HROC) and at the hiring office that 
hired the applicants, which could be any USCIS component. 

• HR staffing 

I. HR provides cert lists, USAJOBS questionnaire and resumes 
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n. Under the Tasks tab click Create File Request and select Personnel 
Vacancy Announcements from the list 


I FIPS v7.Q.S,B Production "‘vVorkod 

Processing Fee Information | 

| A- Number | 

| Ho A- Number entered; | 

edms | 

| Wffit Request To £ 

ui; Legislative Affairs - OLA a; \ 

l! OCC I 

|| Office of Citizenship __ ij | 

|i| Performance and Quality - OPQ ! ! 

I I Personnel Vacancy Announcements ‘ ,x ® ; \ 

|| Policy and Strategy - P and S y! | 

|| Proactive Disclosure -- A AO cases |;|| | 

SAVE- Verification Division Ml \ 


Location Address 


• Contents Discussions 

Case Actions 

Task 

Status 

•Search- To r- -Dup 1 icste • Gases- 

£ e 7Vr ' p I } §•' _ *%♦£& «.L 

Fi n a 1 Acti on L ettsr ' - : ‘ 

Not Started 

Specialty Letter 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 


• Staffing to the Hiring Office: See Appendix C for Office Codes 

I. The hiring office provides all other responsive records that HR does 
not have such as interview notes, selection committee names, and 
scoring matrices 

II. Which component to staff to will depend on the 3 -letter suffix of the 
vacancy number in order to identify the hiring office component. 
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a) 

The example below is WSC, which stands for Western Service 
Center. Because it is a Service Center you would staff to SCOPS 

Va* 

:an-cy Announcement ==CIS-9Q554S-WSC-<^^^^^^:, \ 

b) 

RAIO is identified by Asylum, Refugee and International office 
suffixes (e.g. ASY, /**, and MEX) 

c) 

FOD is identified by District Office suffixes and suffixes that are 
short form of a city and NBC indicates Field Offices (e.g. D01, 
BAL, and NBC) 

d) 

OCC is identified by the COU suffix 

e) 

If the requester has not provided the 3-letter indicator you can 
either ask them to provide it OR contact the HR POC and ask 
them to provide it. Usually contacting HR is quicker. 

III. 

FDNS positions 

a) 

Staff to the underlying component where the FDNS position will 
be. For example, if the position is at a field office then you staff to 
FOD, if at a service center staff to SCOPS. Only staff to FDNS if 
the position is at the D.C. headquarters or if directed by the 
underlying component’s POC. 

IV. 

All other standard staffing procedures apply 

20.4. Processing a Vacancy Announcement Request 

• The most commonly used exempts for vacancy records are (b)(2) and (b)(6). 

I. 

Exemption (b)(2) as applied by USCIS protects predominantly information 
related to agency personnel rules and practices. The hiring of personnel 
relates to agency personnel rules and practices, therefore (b)(2) applies. 

II. 

Exemption (b)(6) permits the government to withhold all information about 
individuals in personnel, medical and similar files where the disclosure of 
such information would constitute a clearly unwarranted invasion of personal 
privacy. Vacancy records contain third party PII, therefore disclosure of 
such information would constitute a clearly unwarranted invasion of personal 
privacy. 

• HR on page 3 of the staffing sheet will provide the status of the vacancy and the 

applicants/candidates 

I. 

The vacancy announcement was cancelled 

a) 

HR will inform you if the vacancy was cancelled. If cancelled then there 
are no responsive records and the case can be closed as an NR 

II 

No selections have been made yet 
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a) If selections have not yet been made then no information concerning the 
applicants/candidates can be released. The hiring office staffing can be 
cancelled, as the selection process has not concluded and responsive 
records do not yet exist. 

III. Selections were made but the selectees have not yet entered on duty (EOD) 

a) If the selectees have not yet EODed then no information about them can 

be released. Hiring office will need to provide responsive records because 
the selection process has concluded and responsive records now exist. 

IV. Selectees have EODed 

a) Some information about the selectee can be disclosed. This includes name 
and relevant work and education history. PII such as contact information 
and military services is still withheld. 

b) Only information about EODed selectees can be released, all other 
applicants’ information is withheld 

• Processing Cert Lists 

I. HR provides cert lists that that contains information such as names, SSNs, 
veterans preference, and rating 

II. These are heavily redacted using (b)(6). Rating scores and audit codes can be 
released. Only EODed selectees and the requesters’ names can be released. 
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• Processing resumes 

I. Requester’s resume is released if they provided proper VOI 

II. Resumes of unselected applicants are either WIF (b)(6) or OOS depending 
on the scope of the request 

III. Non-EODed selectees resumes are WIF (b)(6) 

IV. EODed selectees’ resumes are heavily redacted (b)(6). Veteran’s preference 
is held. Only name, federal civil employment, and relevant work, training 
and education history can be released. Relevant means that it contributed to 
the selectee being qualified for the position. Military service is held (b)(6) 

V. Example of an EODed selectee’s resume: 



Joe Sehmoe 


j: . Education \ 

Master of Public Ad ministry tiPUp gyjKC-ied May 20 3 S Bachelor of Arts, Communication, August 301)8 j 

i Uaivuiily of Southern Oi.liifofiJ.ifli Lo? Aitgflcs, CA ilfiiveisttj' <4 California* Diego* U JoRft* CA j 

| Specialisation: Public Matnqjpmem Mims: Phmgrupky \ 

i; Professional Summa ry 

toimigrttim* Services Officer &5/20 1 3-Present 

l pflipntdaod Security <19/2008-04/^0 J 2 j 

E United Slates Citizenship &rtd immigration Services CLfSCIS) Grade Level:: GS-i'S. Salary $76,644 » Aounal) E 

j; California Service Center, Laguna Niguel, CA Supervisor: E 

E • Trained cut arid currently adjudicate the &l lowing fom types : Fonrj M 30 (Petition for Alien Relative), Form 5 \ 

i (Application to Register Permanent Residence nr Adjust Status),. Form 1-75 1 (Petition to Remove Conditions of \ 

\ RetikfejKte)andPofl!» 14 1 2 {AppLicatioft for Waver fee Foreign Residence Requirement), Make 

j favorable/ un fa v orablc dctemuriafions based qn the immigration and Nationality Acton those form types, 

a Regularly determine admissibility CMtttttt; review evidence, roetoding foreign dueumeftts;; conduct research and \ 

|i esamino records on Jaw enforcement databases on those individual's seeking immigration benefits, \ 

: • Auatysw all die facts and evidence for those seeking a hardship and/or persecution waiver; study and independently \ 

research cosmtry conditions through.* multitude of sources (i ,e, Department of State, USCIS Asylum); and report \ 

■ findings m summary reports that are assessed by loca l management arid Department of State. ' E 

* Conduct I taison an a regular basis with Department of State and focal management On t-& 1 2 oases, E 

* Regularly process waivers and complex eases involving battery, domestic- vioknus, emme cruelty and extreme 
hardship claims m Form. 1-751, Ttanwghly assess all cases far national security and egregious public safety concerns, \ 

* Identi fy and aitfouiate immigration tmti coeceim, specifically marriage fraud eohccms w 1*7 5 1 W* I 30\ prepare E 

j: analysis on findings And refer cases for further mvestfgfttiofi. • j 

:• * Supported process improvement eifcrts, pefdsutarfy on Form T7S 1, by reviewing potjcy/memorar.dum, making. 

i recOTiraejidatitHB and developing: operational changes, ;E 

Imrti igritiaa £e rvtees Officer 

: Deportment of Homeland Security 4/20l2'i):5/2fll3 i 

| United Slates Citi/jenship aftd f mmigration Services (USCIS) Grade Level: GS-1 2, Salary 574,854 (Annual) 

Office of Field Operations, District 24. San Diego, CA ' Supervisor: j 

\ * Conduct interviews 6* it daily basis. on applicants and pefiriDJters to elicit statements, assess applicant credibility, and ji 

E analyza information to identity' facts and issues. Lise s&tements-'evtdenee to determine eligibility and make decisions \ 

i based on the INA, \ 

j ♦ CmmIm# for applicants seeking tt> adjust their immigration status through Form MSS, In addition, E 

j determine individual 1 eligibility by odj ud icartlng/assessing the following im m igr also- a forms: Form I- 1 30; Form f-2 1 2 \ 

| {Applisation for Permission to Reapply for Admission into the limited Slates After Deportation); Form 1 *360 (Petition j: 

|: for AtBCtasion, Widwfff), or Special Immigrant); Form 1-601 (Application for Waiver of Grounds of \ 

j Inadmissibility); Form i-140 (Immigrant Petition for Alien Worker); and evaluate eligibility for these seeking 

: adjustment ba:«d on requests for Hutranitarisn Reinstatemeat, Western Hemisphere IN A Act 289 (American E 

Indians Both in Canada), The Cuban Adjustment .Act of 1 9W (CAA'L ftadtof through Mi&attteylm statu?; . j 

E * Assist the uitelligenec community and ensure oaikioal wcufi^r by routinity 1 e«afnin.ing ttoedwentatfon for authenticity ) 

E aifo conduct bacfcgrouiwl iftvesti^tforss sn accordance with USOS/DliS laws s»ul polices. Provide direct assistance to E 

uftfoiflls of ofiier Federal agencies in identifying individuals who post a threat to mrtjtKiflt/pnhliic security. E 

I * Conduct interviews and assess possible marriage iraud concerns on applicants with a pending Form I-?5 lor form i* \ 

E 130, Prepare findings on fraud concerns through statement of findings; and state recommendatfons for further 

ji irtvOStjptfofi, \ 

* Conduct iutmtews and asses* eligibility on applicant* seeking to became l! nited Stales Citizens via Form N-40R E 

l (Appiicatfor? for Naturaltzation) and N-d-OO (AppRoatioB for Citizenship Certificate), Administer the Oath of 

E; Ajfc.giancfl' cm cbildreit-adults eligible for citizenship through tiirii parents and issue Certifkatfc of Citizenship, 
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VI. Please note: veteran’s preference is always held (b)(6). Also College GPAs 
are held (b)(6) 

• Processing USAJOBS Questionnaire 

I. Same disclosure and redaction rules as above apply. Usually only the 
individual’s email is redacted (b)(6) 

II. An example of an EODed selectee’s questionnaire: 


Questionnaire Responses 

1 USCIS HR Operations Center Report Date: 9/7.303 

i Position Tfljet IMMIGRATION OFFICER (FDNS) Vacancy ID; 306546 

Anrrcmt Number: CIS40$i548'WSC 

\ Marne; Joe Schmoe Zmafr. 


Section Emptoymeiit Avsiiabiiity 

Full Time Employment 
Y - 40 Moure Per Week 

T gmporary Employment Lasting 

1 - less than 1 month 

2 - \ to 4 months 

3 - 5 to 12 months 

Jobs Requiring T revet Away From Home For 

1 - 1 to 5 mghtfc'rnonth > \ 

2 - 5 to 10 niights/iTtonth 

3-11 plus nights/month \ 

4A-1 801-023 10 (FSNS) 11/12/13 905548 

SMttohi RESIDENCY REQUIREMENT 

1 , Trim t$ & residency requirement for ali applicant? not currently employed by U.S, Citizenship and Immigration \ 

Services, This residency requirement states that candidates must have, for three of the last five years immediately prior 
to applying for this positions); (1) resided in the United States.; OR (2) worked for the United States Government as an 
employee overseas in a Federal or Military capacity;, OR (3) been 3: dependent of a US. Federal or Military emptoyee 
serving overseas. Do you meet one of these requirements? "' 

• C - The residency requirement does not apply to me because 1 am currently a US, Citizen-ship and Immigration: 

Services employee. . \ 

S*ctfon' AREA OF CONSIDERATION 

2 Select the statement that bast describes your Federal employment status. 

A - 3 am an employee with U.S, Citizenship and Immigration Services with competitive status, (Proof is required: a i 
copy of your SF-5Q, Notification of Personnel Action Of equivalent,, as stated in foe announcement,) 

Section; MINIMUM QUAUFICATIIONS 51/1 2ftt j 

3. Which of toe following statements best describes your experts we? 

B - 1 have at least qm year of specialized exporters equivalent to the GS-9 grade lev*! making final determinations 
on non-sensitive, routine immigration benefit requests that involve determining applicant admissibility oredibility; or j 
analyzing evidence and applying statutory requirements, regulations and judicial and administrative precedents; or 
preparing written reports detailing: the detection of immigration fraud and pertinent patterns, ' 

N.Ycu must provide toe positions tittefs) and dates of employment referenced in your resume that demonstrates the 
experience related to your response. 

IMMIGRATION SERVICES OFFICER (II) FROM wm$ TO PRESENT- CURRENTLY GS-12 ISO it WITH USCIS, 


• Interview questions are held (b)(2), answers, ratings and comments are held (b)(2) 
and (b)(6) 
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• Scoring matrix sheets are redacted (b)(2) and (b)(6) 
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Cwnfcln-fid 
Interview^ 
Resume Score 

Reference 

Total : 

Seore 

Comments 


EODed Pers on 
EODed Person 
EODed Peris on 



1J General lrnmlg«i*5«>n 
2} Analytical and Repart 

Z) Cammunfea 
A) liaison 


VGR^Highpraj'se 

GR - Positive comments but maybe some miner aegaiivfc feedback 
- Marginally Recommended 
1 NR - Not Recommended 


1 0 No experience 


21. Opportunity to Object (OTO 



Under 6 C.F.R §5.8 (f), when records containing business information are processed, the 
submitter of the records (the business entity that provided the records to USCIS) must be given 
notice of the FOIA request and an opportunity to object to disclosure of business information. 

(f) Opportunity to object to disclosure. A component will allow a submitter a 
reasonable time to respond to the notice described in paragraph (d) of this section 
and will specify that time period within the notice. If a submitter has any 
objection to disclosure, it is required to submit a detailed written statement. The 
statement must specify all grounds for withholding any portion of the information 
under any exemption of the FOIA and, in the case of Exemption 4, it must show 
why the information is a trade secret or commercial or financial information that 
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is privileged or confidential. In the event that a submitter fails to respond to the 
notice within the time specified in it, the submitter will be considered to have no 
objection to disclosure of the information. Information provided by the submitter 
that is not received by the component until after its disclosure decision has been 
made shall not be considered by the component. Information provided by a 
submitter under this paragraph may itself be subject to disclosure under the FOIA. 

OTOs most often occur with contract related requests and EB5 Regional Center requests. 

21.1. Sending the OTO 

• Once the records are processed and business information has been found send the 
case to approver to review 

• The approver will then direct an OTO be sent to the submitter 

• Request a redacted copy of records from the OA Room supervisor 

• Draft an OTO letter, the letter must contain 

I. What was requested 

II. Who requested the records 

III. A response deadline 

• Mail (certified) or email the redacted records and OTO letter to the submitter 

(NOT REQUESTER) 

• Case note these actions and state the due date 

• Scan in the certified mail stub as a CSD 

21.2. Submitter has no objection to the release 

• Case note the response 

• Scan in the response as a CSD 

• Proceed with closing the case 

21.3. Submitter has objections and requested changes 

• Closely review the objections and requested changes 

• If the objections and changes are supported by the FOIA, then make the changes 
I. Inform the submitter the changes were made 

• If the objections or changes are not supported by the FOIA, then under 6 C.F.R §5.8 
(g), send the submitter a notice of intent to disclose containing: 

I. A statement of the reason(s) why each of the submitter's disclosure 
objections was not sustained; 

II. A description of the business information to be disclosed; and 

Page 92 of 93 


3918 


SIGNIFICANT INTEREST GROUP (SIG) SOP 


III. A specified disclosure date, which shall be a reasonable time subsequent to 
the notice. 

• Case note all actions taken 

• Scan in related documents as CSDs 
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(b)(6) 


Component LastName FirstName CISl-Alias 

AAO 

AAO 

CustomerService DIR 

CustomerService DIR 

CustomerService DIR 

CustomerService DIR 

CZN 

CZN 

CZN 

CZN Grants 

Director's Office 

Director's Office 

Director's Office 

EnterpriseSvcs 

EnterpriseSvcs BIO 

EnterpriseSvcs BIO 

EnterpriseSvcs BIO 

EnterpriseSvcs RECORDS 

EnterpriseSvcs RECORDS 

Equal Opportunity 

EXSO 

EXSO 

FDNS 

FDNS 

FieldOps 

FieldOps 

HCT 

Contracting 

Contracting 

Contracting 

MGMT 

MGMT 

MGMT 

MGMT Adm 

MGMTIMD 

OCC 

OCOMM 

OCOMM 

OCOMM 

OFCO 

OFCO 

OIDP 

OEOI 

OIT 

OIT 

OIT 
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OLA 
OLA 
OLA 
OLA 
OPE 

HROC/OPM 
HROC/OPM 
HROC/OPM 
OPQ 
OPS 
OPS 
OSI 
OSI 
OTC 
OTC 
OTC 
Privacy Office 
RAIO 
RAIO 
RAIO 
SCOP 
SCOP 
SCOP 

SCOPS EB-5 
SCOPS EB-5 
SCOPS EB-5 
Verification E-Verify 
Verification E-Verify 
Verification E-Verify 
SAVE 
SAVE 
SAVE 

NRC Administrative 
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ILS. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



US. Citizenship 
and Immigration 
Services 


[Date] 


[Control Number] 


[Requester Address] 


Dear [Requester]: 


ACK LETTER TEMPLATE 


We received your request dated [Date], [state what is requested] 

[FOIA Request Use] Your request is being handled under the provisions of the Freedom of Information 
Act (5 U.S.C. § 552). It has been assigned the following control number: [control number]. Please cite 
this number in all future correspondence about your request. 

[PA Request Use] Your request is being handled under the provisions of the Freedom of Information Act 
and Privacy Act (5 U.S.C. § 552 and 5 U.S.C. § 552a). It has been assigned the following control 
number: [control number]. Please cite this number in all future correspondence about your request. 

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5 .4(a)), USCIS uses a 
“cut-off’ date to delineate the scope of a FOIA request by treating records created after that date as not 
responsive to that request. Therefore, in determining which records are responsive to your request, we 
will only include records in the possession of this agency as of January 2, 2013, the date we began the 
search for records. 

[Track 1 Use] We respond to requests on a first-in, first-out basis and on a multi-track system. Your 
request has been placed in the simple track (Track 1). 

[Track 2 Use] We respond to requests on a first-in, first-out basis and on a multi-track system. Your 
request has been placed in the complex track (Track 2). You may wish to narrow your request to a 
specific document in order to be eligible for the faster track. To do so, please send a written request, 
identifying the specific document sought, to the address above. We will notify you if your request is 
placed in the simple track. 

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.3(c)), your request is 
deemed to constitute an agreement to pay any fees that may be chargeable up to $25.00. All applicable 
fees under 6 C.F.R. §5.11 may be charged. 

[Track 1 Use this time extension language] Because of unusual circumstances we may not be able to 
process your request within the statutory time limit, therefore, it will be necessary to extend the time limit 
for processing by ten working days due to the need to search for and collect the requested records from 
field facilities or other establishments that are separate from the office processing the request. Regardless 
of any delay, your FOIA/PA request will be complied with as accurately as possible. 


www.uscis.gov 
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[Track 2 Use this time extension language] Because of unusual circumstances we may not be able to 
process your request within the statutory time limit, therefore, it will be necessary to extend the time limit 
for processing beyond the ten working day extension period due to the need to search for and collect the 
requested records from field facilities or other establishments that are separate from the office processing 
the request. You may wish to modify your request so that it can be processed within the statutory time 
limit or arrange an alternative time period with our office. Regardless of any delay, your FOIA/PA 
request will be complied with as accurately as possible. 

This office will be providing your records on a Compact Disc (CD) for use on your personal computer. 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto paper. Only records 15 pages or more are eligible for CD printing. To request your 
responsive records on paper, please include your control number and write to the above address Attention: 
FOIA/PA Officer, or fax them to (816) 350-5785. 

You may check the status of your FOLA request online, at www.uscis.gov . Click on "FOIA Request 
Status Check" located on the left side of the web page under "Other Services", and follow the instructions. 
Please be aware that the National Records Center no longer accepts FOIA/PA related questions directly 
by phone. 

All FOIA/PA related requests, including address changes, must be submitted in writing and be signed by 
the requester. Please include the control number listed above on all correspondence with this office. 
Requests may be mailed to the FOIA/PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to (816) 350-5785. You may also submit FOIA/PA related requests to our e-mail address at 
uscis.foia@uscis.dhs .gov. 


Sincerely, 



Jill A. Eggleston 
Director, FOIA Operations 
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Date 


Name 

Street Address 
City Street 


ILS. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



US. Citizenship 
and Immigration 
Services 


Control Number 


ADVANCE PAYMENT OF FEES TEMPLATE 

Dear Requester Name: 

This is a response to your Freedom of Information Act/Privacy Act (FOIA/PA) request received in this 
office on DATE, relating to: 

“VacancyAVhat the request is for.” 

We have obtained a fee estimate to search for the requested records. The estimated fee for this FOIA 
request is: 

Search Fees = SXXX.00. 

(Search fees were calculated according to 6 C.F.R. § 5.1 1(c)) 

Because anticipated fees exceed $250.00 (or the requester has previously failed to pay), we are notifying 
you pursuant to 6 C.F.R. §5.1 l(i) that before we proceed with your request we must receive from you an 
advance payment for the entire estimated fee amount ($XXX.00). The advance payment for the total 
amount of estimated fees must be received by this office within 30 business days from the date of this 
letter (Date of the letter). Additionally, because we require an advance payment, “the request shall not be 
considered received and further work will not be done on it until the required payment is received.” (6 
C.F.R. § 5.1 l(i)(4)). Failure to pay within the allotted time frame will result in your request being 
administratively closed. Please note your control number with any correspondence you send. 

Fees must be paid by check or money order made payable to the United States Treasury. The enclosed 
copy of this letter should be returned with your remittance. Please note your control number on your 
check or money order. When you provide a check as payment, you authorize us either to use 
information from your check to make a one-time electronic fund transfer from your account or to 
process the payment as a check transaction. When we use information from your check to make an 
electronic fund transfer, funds may be withdrawn from your account as soon as the same day you 
make your payment. A Privacy Act statement setting forth our authority for soliciting and collecting the 
information from your check, and explaining the purposes and routine uses which will be made of your 
check information, is available at the following internet site: https : //www .pccotc. gov/pccotc/index.htm . 
To obtain a copy of the statement by mail call toll free 1-866-945-7920. Furnishing the check information 
is voluntary, but a decision not to do so may require you to make payment by some other method. 

If you wish to modify your request please state such and a new fee estimate will be provided. 


www.uscis.gov 


3926 



Page 2 


Sincerely, 



Jill A. Eggleston 
Director, FOIA Operations 
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ILS. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 


CONSULTATION MEMO TEMPLATE 



US. Citizenship 
and Immigration 
Services 


Date 

MEMORANDUM FOR: 
Name 
Agency 
Address 


FROM: Jill A. Eggleston / A 

Director, FOIA Operations 


Subject: Other Agency’s Control Number 

We received XXX pages containing bracketed portions that were determined to fall under the purview of 
USCIS. We have reviewed the three pages and we recommend [State Recommendations] [If Records Are 
Redacted Enter The Following] pursuant to 5 U.S.C. § 552 (b)(2), (b)(4), (b)(5), (b)(6), (b)(7)(C), and 
(b)(7)(E) of the FOIA. 


Control Number 


'w- 


\f \ 


□ Exemption (b)(2) as applied by USCIS protects predominantly information related to agency 
personnel rules and practices. 

□ Exemption (b)(4) protects trade secrets and commercial or financial information that is privileged 
or confidential. The types of documents and/or infonnation we have withheld may consist of unit 
pricing, business sales statistics; research data; technical designs; customer and supplier lists; 
profit and loss data; overhead and operating costs; and information on financial condition. 

□ Exemption (b)(5) provides protection for inter-agency or intra-agency memoranda or letters, 
which would not be available by law to a party other than an agency in litigation with the agency. 
The types of documents and/or information we have withheld under this exemption may consist 
of documents containing pre-decisional infonnation, documents or other memoranda prepared in 
contemplation of litigation, or confidential communications between attorney and client. 

□ Exemption (b)(6) pennits the government to withhold all infonnation about individuals in 
personnel, medical and similar files where the disclosure of such information would constitute a 
clearly unwarranted invasion of personal privacy. The types of documents and/or information we 
have withheld may consist of birth certificates, naturalization certificates, drivers’ licenses, social 
security numbers, home addresses, dates of birth, or various other documents and/or information 
belonging to a third party that are considered personal. 

□ Exemption (b)(7)(C) provides protection for personal information in law enforcement records, 
which could reasonably be expected to constitute an unwarranted invasion of personal privacy. 
We have withheld information relating to third-party individuals. The types of documents and/or 
information we have withheld could consist of names, addresses, identification numbers, 
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telephone numbers, fax numbers, or various other documents that are considered personal. 

□ Exemption (b)(7)(E) provides protection for records or information for law enforcement purposes 
which would disclose techniques and procedures for law enforcement investigations or 
prosecutions, or would disclose guidelines for law enforcement investigations or prosecutions if 
such disclosure could reasonably be expected to risk circumvention of the law. The types of 
documents and/or information we have withheld could consist of law enforcement systems 
checks, manuals, checkpoint locations, surveillance techniques, and various other documents. 

All other pages not listed were not reviewed. 

In the event the requester wishes to appeal our decision, please include our appeal paragraph: 

“hi the event you wish to appeal this determination, you may write to the USCIS FOIA/PA Appeals 
Office, 150 Space Center Loop, Suite 500, Lee's Summit, MO 64064-2139, within 60 days of the date of 
this letter. Both the letter and the envelope should be clearly marked “Freedom of Information Act 
Appeal;’ 

If you should have any additional questions about this request please direct your inquiries to Roger 
Andoh at 816-350-5563. 
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REFERRAL MEMO TEMPLATE 


ii$. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



US. Citizenship 
and Immigration 
Services 


Date 


Control Number 


MEMORANDUM FOR: 

Name 

Agency 

Address 

FROM: Jill A. Eggleston 

Director, FOIA Operations 


Subject: Control Number 

On Date, the USCIS FOIA Office received the attached Freedom of Information Act request seeking 
[What was requested] 

After review it was determined that responsive records fall under the purview of your office. We have 
advised the requester of this action, and to expect a direct response from your office. 

You may direct any questions about this request to Roger Andoh at (816) 350-5563 or [Your Name] at 
[Your contact info]. 
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ILS. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



US. Citizenship 
and Immigration 
Services 


[Date] 


[Control Number] 


[Name 

Street 


City] 


EXPEDITE DENIAL TEMPLATE 


Dear Name: 


This letter is in response to your request for expedited treatment regarding [What Was Requested] 


On the basis of information you provided, we have determined that expedited processing of your request is not 
warranted. Standards established by the Department of Homeland Security regarding expedited processing are 
very strict (6 C.F.R. § 5.5(d)), and pennit expedited treatment only when the requester demonstrates that: 

a. Circumstances in which the lack of expedited treatment could reasonably be expected to pose an 
imminent threat to the life or physical safety of an individual; 

b. An urgency to inform the public about an actual or alleged federal government activity, if made 
by a person primarily engaged in disseminating infonnation. 


For consideration under category (b) you neither established that you are “a person primarily engaged in 
disseminating infonnation” nor demonstrated “an urgency to inform the public about an actual or alleged 
federal government activity.” You merely stated that [what their reasoning was]. Therefore, it has been 
detennined that your request does not meet the statutory requirements. 

In the event you can demonstrate any further showing as to the nature and degree of any of the above 
categories, submit this additional information to this office for reconsideration. 

You have the right to appeal this determination by writing to the USCIS FOIA/PA Appeals Office, 150 Space 
Center Loop, Suite 500, Lee's Summit, MO 64064-2139, within 60 days of the date of this letter. Both the 
letter and the envelope should be clearly marked "Freedom of Infonnation Act Appeal." 


Sincerely, 



Jill A. Eggleston 
Director, FOIA Operations 
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[Date] 

[Requester Address] 


ILS. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



US. Citizenship 
and Immigration 
Services 


[Control Number] 


FEE WAIVER DENIAL TEMPLATE 


Dear [Requester]: 


We received your request dated [Date], [state what is requested] 

[FOIA Request Use] Your request is being handled under the provisions of the Freedom of Information 
Act (5 U.S.C. § 552). It has been assigned the following control number: [control number]. Please cite 
this number in all future correspondence about your request. 

[PA Request Use] Your request is being handled under the provisions of the Freedom of Information Act 
and Privacy Act (5 U.S.C. § 552 and 5 U.S.C. § 552a). It has been assigned the following control 
number: [control number]. Please cite this number in all future correspondence about your request. 

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5 .4(a)), USCIS uses a 
“cut-off’ date to delineate the scope of a FOIA request by treating records created after that date as not 
responsive to that request. Therefore, in determining which records are responsive to your request, we 
will only include records in the possession of this agency as of January 2, 2013, the date we began the 
search for records. 

[Track 1 Use] We respond to requests on a first-in, first-out basis and on a multi-track system. Your 
request has been placed in the simple track (Track 1). 

[Track 2 Use] We respond to requests on a first-in, first-out basis and on a multi-track system. Your 
request has been placed in the complex track (Track 2). You may wish to narrow your request to a 
specific document in order to be eligible for the faster track. To do so, please send a written request, 
identifying the specific document sought, to the address above. We will notify you if your request is 
placed in the simple track. 

[Fee Waiver Denial] In your request, you seek a fee waiver. Under the Freedom of Information Act's 
(FOIA) fee waiver standard, 5 U.S.C § 552 (a)(4)(iii), two requirements must be met prior to a grant of a 
fee waiver. As stated, documents shall be furnished without any charge or at a charge reduced below the 
fees established, where the requester has demonstrated that: 

(1) disclosure is in the public interest because it is likely to contribute significantly to public 
understanding of the operations or activities of the government, and 

(2) disclosure is not primarily in the commercial interest of the requester. 

Your request for a fee waiver stated that your request “is likely to contribute significantly to public 
understanding of the operations or activities of the government” but did not elaborate as to how. In order 
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to qualify for a fee waiver under (1) you must demonstrate why the disclosure is in the public interest. 
[State what was requested and why it doesn’t meet the requirement]. Additionally, you must demonstrate 
under (1) that your request “contributes significantly” to the public understanding. [What was requested 
and why did doesn’t meet the requirement]. Since you have not met the necessary requirements for a fee 
waiver, we are denying your fee waiver request. 

Due to our denial of your request for a waiver of fees and in accordance with Department of Homeland 
Security Regulations (6 C.F.R. § 5.3(c)), your request is deemed to constitute an agreement to pay any 
fees that may be chargeable up to $25.00. 

In the event you wish to appeal this determination, you may write to the USCIS FOIA/PA Appeals 
Office, 150 Space Center Loop, Suite 500, Lee's Summit, MO 64064-2139, within 60 days of the date of 
this letter. Both the letter and the envelope should be clearly marked "Freedom of Information Act 
Appeal." 

[Track 1 Use this time extension language] Because of unusual circumstances we may not be able to 
process your request within the statutory time limit, therefore, it will be necessary to extend the time limit 
for processing by ten working days due to the need to search for and collect the requested records from 
field facilities or other establishments that are separate from the office processing the request. Regardless 
of any delay, your FOIA/PA request will be complied with as accurately as possible. 

[Track 2 Use this time extension language] Because of unusual circumstances we may not be able to 
process your request within the statutory time limit, therefore, it will be necessary to extend the time limit 
for processing beyond the ten working day extension period due to the need to search for and collect the 
requested records from field facilities or other establishments that are separate from the office processing 
the request. You may wish to modify your request so that it can be processed within the statutory time 
limit or arrange an alternative time period with our office. Regardless of any delay, your FOIA/PA 
request will be complied with as accurately as possible. 

This office will be providing your records on a Compact Disc (CD) for use on your personal computer. 
The CD is readable on all computers through the use of Adobe Acrobat software. A version of Adobe 
Acrobat will be included on the CD. Your records can be viewed on your computer screen and can be 
printed onto paper. Only records 15 pages or more are eligible for CD printing. To request your 
responsive records on paper, please include your control number and write to the above address Attention: 
FOIA/PA Officer, or fax them to (816) 350-5785. 

You may check the status of your FOIA request online, at www.uscis.gov . Click on "FOLA Request 
Status Check" located on the left side of the web page under "Other Services", and follow the instructions. 
Please be aware that the National Records Center no longer accepts FOIA/PA related questions directly 
by phone. 

All FOIA/PA related requests, including address changes, must be submitted in writing and be signed by 
the requester. Please include the control number listed above on all correspondence with this office. 
Requests may be mailed to the FOIA/PA Officer at the PO Box listed at the top of the letterhead, or sent 
by fax to (816) 350-5785. You may also submit FOIA/PA related requests to our e-mail address at 
uscis.foia@uscis.dhs .gov. 

Sincerely, 
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Jill A. Eggleston 
Director, FOIA Operations 
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Date 


Name 

Street Address 
City Street 


ILS. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



US. Citizenship 
and Immigration 
Services 


Control Number 


FIRM COMMITMENT TO PAY FEES TEMPLATE 

Dear Requester Name: 

This is a response to your Freedom of Information Act/Privacy Act (FOIA/PA) request received in this 
office on DATE, relating to: 

“VacancyAVhat the request is for.” 

We have obtained a fee estimate to search for and collect the requested vacancy announcement(s) records. 
The estimated fees for this FOIA request are: 

Search Fees = SXXX.00. 

(Search fees have been calculated according to 6 C.F.R. §5.1 1(c)) 

Because anticipated fees exceed $25.00, we are notifying you pursuant to 6 C.F.R. § 5.1 1(e) that before 
we proceed with your request we must receive from you a firm commitment to pay the estimated total fee 
amount (SXXX.00). The firm commitment to pay must be memorialized by you in writing and received 
by this office within 30 days from the date of this letter (Date). Failure to provide the requested 
commitment within the allotted time frame will result in your request being administratively closed. 
Please note your control number with any correspondence you send. 

If you wish to modify your request please state such and a new fee estimate will be provided. 


Sincerely, 



Jill A. Eggleston 
Director, FOIA Operations 
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GENERAL MEMO TEMPLATE 


ILS. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



US. Citizenship 
and Immigration 
Services 


Date 

MEMORANDUM FOR: 
Name 
Agency 
Address 


FROM: Jill A. Eggleston 

Director, FOIA Operations 

Subject: Control Number 


Control Number 



\f \ 


[Your Message] 

You may direct any questions about this request to Roger Andoh at (816) 350-5563 or [Your Name] at 
[Your contact info]. 
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OTO LETTER TEMPLATE 


i)S. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



U.S. Citizensliip 
and Immigration 
Services 


Date 

Address 


Case Number 


This office has received a Freedom of Information Act (FOIA) request (Request information) 

The FOIA requires the release of records held by the government except for any portions permitted to be 
withheld under various exemptions recognized by the FOIA. 

Because you are the submitter of the requested documents and the documents contain business 
information we are giving you an opportunity to review the information we propose to disclose. Please 
review the attached records and our withholdings. After your review, inform us of any additional portions 
of business information in the documents you believe should be withheld under the exemptions provided 
by the FOIA by bracketing the information on the attached records. We request that you provide 
justification for withholding any information that you believe should not be disclosed. Assertions that “all 
information was submitted in confidence must be denied” are not adequate justification for denial. 
Remember any information already released via the INTERNET or to the public cannot be withheld. 

We have found that it is often possible to make reasonable deletions in accordance with the spirit of the 
FOIA, which are acceptable to both you and the requester. If that is not possible in this case, we shall 
then determine whether withholding the information you specify, in whole or in part, is defensible under 
the FOIA. 

Due to the brief response time allowed by the FOIA, we must have your comments in writing no later 
than 20 business days from the receipt of this letter at the above address, your information 


I you have any questions, please contact your information 


Sincerely, 



Jill A. Eggleston 
Director, FOIA Operations 
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[Date] 

[Name of Records Submitter 

Street 

City] 


ILS. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



US. Citizenship 
and Immigration 
Services 


[Control Number] 


NOTICE OF INTENT TO DISCLOSE TEMPLATE 


Dear [Name] : 

Reference is made to the notice of request letter sent to you on [Date] which informed you of the receipt 
of a Freedom of Information Act request for documents relating to the [OTO subject matter]. 

The requested documents have been reviewed by this office and after careful consideration of your 
arguments for withholding; certain information will be disclosed to the requester based on the inability to 
protect portions of the requested information under the FOIA. 

Information to be disclosed is as follows: [state what will be released] 

Exemption 4 of the FOIA protects “trade secrets and commercial or financial information obtained from a 
person that is privileged or confidential.” 

The documents above are subject to disclosure because they have been previously released in the public 
domain or the release of the document will not cause any competitive harm. For example, [state 
supportive examples]. Based upon these facts the documents listed above can no longer be considered 
privileged or confidential and cannot be protected from disclosure under exemption 4. Unless action is 
initiated to enjoin the agency, the information will be released to the requester 15 days from the date of 
this letter. 


Sincerely, 



Jill A. Eggleston 
Director, FOIA Operations 
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FINAL ACTION LETTER TEMPLATE 


11$. Department of Homeland Security 

National Records Center 

P.O. Box 648010 

Lee's Summit, MO 64064-8010 



US. Citizenship 
and Immigration 
Services 


[Date] 


[Control Number] 


[Name 

Street 

City] 


Dear [Name]: 

This is in response to your Freedom of Information Act/Privacy Act (FOIA/PA) request received in this 
office [Date], regarding [What Was Requested], 

We have completed the review of all documents and have identified XXX pages that are responsive to 
your request. Enclosed are XXX pages released in their entirety, and XXX pages released in part. We 
are withholding XXX pages in full. In our review of these pages, we have determined that they contain 
no reasonably segregable portion(s) of non-exempt information. Additionally, we have referred XXX 
pages in their entirety to the [Agency Name] for their direct response to you. We have reviewed and have 
determined to release all information except those portions that are exempt pursuant to 5 U.S.C. § 552 
(b)(2), (b)(4), (b)(5), (b)(6), (b)(7)(C), and (b)(7)(E) of the FOIA. 

□ Exemption (b)(2) as applied by USCIS protects predominantly information related to agency 
personnel rules and practices. 

□ Exemption (b)(4) protects trade secrets and commercial or financial information that is privileged 
or confidential. The types of documents and/or information we have withheld may consist of unit 
pricing, business sales statistics; research data; technical designs; customer and supplier lists; 
profit and loss data; overhead and operating costs; and information on financial condition. 

□ Exemption (b)(5) provides protection for inter-agency or intra-agency memoranda or letters, 
which would not be available by law to a party other than an agency in litigation with the agency. 
The types of documents and/or information we have withheld under this exemption may consist 
of documents containing pre-decisional information, documents or other memoranda prepared in 
contemplation of litigation, or confidential communications between attorney and client. 

□ Exemption (b)(6) permits the government to withhold all information about individuals in 
personnel, medical and similar files where the disclosure of such information would constitute a 
clearly unwarranted invasion of personal privacy. The types of documents and/or infonnation we 
have withheld may consist of birth certificates, naturalization certificates, drivers’ licenses, social 
security numbers, home addresses, dates of birth, or various other documents and/or infonnation 
belonging to a third party that are considered personal. 
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□ Exemption (b)(7)(C) provides protection for personal infonnation in law enforcement records, 
which could reasonably be expected to constitute an unwarranted invasion of personal privacy. 
We have withheld information relating to third-party individuals. The types of documents and/or 
information we have withheld could consist of names, addresses, identification numbers, 
telephone numbers, fax numbers, or various other documents that are considered personal. 

□ Exemption (b)(7)(E) provides protection for records or information for law enforcement purposes 
which would disclose techniques and procedures for law enforcement investigations or 
prosecutions, or would disclose guidelines for law enforcement investigations or prosecutions if 
such disclosure could reasonably be expected to risk circumvention of the law. The types of 
documents and/or infonnation we have withheld could consist of law enforcement systems 
checks, manuals, checkpoint locations, surveillance techniques, and various other documents. 

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.4(a)), USCIS uses a 
“cut-off’ date to delineate the scope of a FOIA request by treating records created after that date as not 
responsive to that request. Therefore, in detennining which records are responsive to your request, we 
included only records in the possession of this agency as of [Date], the date we began the search for 
records. 

The enclosed record consists of the best reproducible copies available. Certain pages may contain marks 
that appear to be blacked-out information. If so, the black marks were made prior to our receipt of the file 
and are not information we have withheld under the provisions of the FOIA or PA. 

If you wish to appeal this determination, you may write to the USCIS FOIA/PA Appeals Office, 150 
Space Center Loop, Suite 500, Lee's Summit, MO 64064-2139, within 60 days of the date of this letter. 
Both the letter and the envelope should be clearly marked "Freedom of Infonnation Act Appeal." 

The National Records Center does not process petitions, applications or any other type of benefit under 
the Immigration and Nationality Act. If you have questions or wish to submit documentation relating to a 
matter pending with the bureau, you must address these issues with your nearest District Office. 

All FOIA/PA related requests, including address changes, must be submitted in writing and be signed by 
the requester. Please include the control number listed above on all correspondence with this office. 
Requests may be mailed to the FOIA/PA Officer at tire PO Box listed at the top of the letterhead, or sent 
by fax to (816) 350-5785. You may also submit FOIA/PA related requests to our e-mail address at 
uscis.foia@uscis.dhs.gov. 

Sincerely, 





Jill A. Eggleston 
Director, FOIA Operations 
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Duty Post Twin Cities Mn 

Off Regnl C ns! Wstrn Regn Off 
Ltgtn & Leg Advc Staf San Fran 
Duty Post San Francisco Ca 
Duty Post Sacramento Ca 
Ltgtn & Leg Advc Staf Honolulu 
Ltgtn & Leg Adv Staf Los An Ca 
Duty Post Los Angeles Ca 
Ltgtn & Leg Advc Staf Phoenix 
Duly Post Florence, Az 
Duty Post Eloy. Az 
Duty Post Tucson Az 
Duty Post: las Vegas, Nv 
Ltgtn & Leg Advc Staf S Diego 
Duty Post San Diego Ca 
Duly' Post E! Centro Ca 
Ltgtn & Leg Adv Stf Anchorage 
Ltgtn & Leg Adv Stf Portland 0 
Ltgtn & Leg Advc Stf Seattle 
Duty Post Seattle Wa 

Policy Division 


U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

12/15/2010 

Agcy Lev Lev Lev Lev Le 
■actors} Code 2 3 4 5 6 


Lev Lev Lev Lev 


Tops 
Tops ESP 
Star 

Budget! 


Gi 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 


05 

40 

0030 

00 

00 

00 

00 

cou 

cou 

06 

40 

0090 

00 

00 

00 

00 

ecu 

cou 

05 

40 

0100 

00 

00 

00 

00 

cou 

cou 

05 

40 

0110 

00 

00 

00 

00 

cou 

cou 

05 

40 

0110 

01 

00 

00 

00 

cou 

cou 

05 

50 

0000 

00 

00 

00 

00 

cou 

COU 

05 

50 

0010 

00 

00 

00 

00 

cou 

cou 

05 

50 

0010 

01 

00 

00 

00 

cou 

cou 

05 

50 

0010 

02 

00 

00 

00 

cou 

cou 

05 

50 

0020 

00 

00 

00 

00 

cou 

cou 

05 

50 

0030 

00 

00 

00 

00 

cou 

cou 

05 

50 

0030 

01 

00 

00 

00 

cou 

cou 

05 

50 

0040 

00 

00 

00 

00 

cou 

cou 

05 

50 

0040 

01 

00 

00 

00 

cou 

cou 

05 

50 

0040 

02 

00 

00 

00 

cou 

cou 

05 

50 

0040 

03 

00 

00 

00 

cou : 

cou 

05 

50 

0040 

04 

00 

00 

00 

cou 

cou 

05 

50 

0050 

00 

00 

00 

00 

cou 

cou 

05 

50 

0050 

01 

00 

00 

00 

cou 

cou 

05 

50 

0050 

02 

00 

00 

00 

cou 

cou 

05 

50 

0060 

00 

00 

00 

00 

cou 

cou 

05 

50 

OG70 

00 

00 

00 

00 

cou 

cou 

05 

50 

0080 

00 

00 

00 

00 

cou 

cou 

05 

50 

0080 

01 

00 

00 

00 

CPU 

cou 

jffj 

El 



pjtFl 

Wi 


15X31111 


06 

10 

0000 

•W 

■ 60 

00 

00 

OPPLT' 

OPP 


Evaluah'pn AndResearchDjv 

1; Cl 

'06. 

30 

0008 

08 

■66 

98 

80 

OPP 

OPP 


mwM 

vw 


wm 

ESI 

Ell 


usp 


pn 

Verification bi vis son r 


' 

20 

mm. 


yob: 

m 

opr 

Ver ! -ti 

VER 

Save Program Branch 

Cl 

07 

2G 

0100 

00 

00 

00 

00 

VER 

VER 

Immigration Status Verifier Section 

C! 

0? 

20 

0100 

10 

00 

CO 

00 

VER 

VER 

Los Angeles Save Isv 

Cl 

07 

20 

0100 

10 

to 

00 

00 

VER 

VER 

San Francisco Save Isv 

Cl 

07 

20 

0100 

10 

20 

00 

00 

VER 

VER 

Buffalo Save Isv 

Cl 

07 

20 

0100 

10 

30 

00 

00 

VER 

VER 

Dallas Save Isv 

Ci 

07 

20 

0100 

10 

40 

00 

00 ! 

VER 

VER 

Nyc Save Isv 

Cl 

07 

20 

0100 

10 

50 

00 

00 ! 

VER 

VER 

Real Id Branch 

Cl 

07 

20 

0100 

20 

00 

00 

00 

VER 

VER 

Nebraska Service Center 

Cl 

07 

20 

0100 

50 

00 

00 

00 ! 

VER 

VER 

E -Verify Program Branch 

Cl 

07 

20 

0200 

00 

00 

00 

00 

VER 1 

VER 

Compliance Section 

Cl 

07 

20 

0200 

to 

00 

00 

00 

VER 

VER 

Monitoring Section 

Cl 

07 

20 

0200 

20 

00 

GO 

00 : 

VER 

VER 

Outreach Section 

Cl 

07 

20 

0200 

30 

00 

00 

00 : 

VER 

VER 

Immigration Status Verifier Section 

Cl 

07 

20 

0200 

40 

00 

00 

00 ! 

VER 

VER 

Los Angeles Isv 

C! 

07 

20 

0200 

40 

10 

00 

00 1 

VER 

VER 

Buffalo isv 

Cl 

07 

2G 

0200 

40 

20 

00 

00 

VER 

VER 

Dallas isv 

Cl 

07 

20 

0200 

40 

30 

00 

00 

VER 

VER 

Nyc Isv 

Cl 

07 

20 

0200 

40 

40 

00 

00 

VER 

VER 

Nebraska: Service Center 

Cl 

07 

20 

0200 

50 

00 

00 

00 

VER 

VER 

Records & Information Management 

■■•••• :Cp- : : 

; 87 

60 

6080 

eo: 

..08: 

;09 

80;: 

RIM - ' 

R» 

National Records Center 

Cl 

07 

60 

0100 

00 

00 

00 

00 

NRG 

NRC 
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U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

12 / 1 5/2010 


Tops 


Tops 

ESP 

Star 



Agcy Lev Lev 

Lev 

Lev Lev 

Lev Lev Budget! 


(maximum 30 characters) 

Code 

2 

3 

4 

5 

5 

7 

8 

LOG 

OFC 

Administration Section 

Cl 

0?- 

60 

0100 

10 

DO 

00 

00 

NRC 

NRC 

Records Operations Division 

Cl 

07 

60 

0100 

20 

00 

00 

00 

NRC 

NRC 

information And Field Services Division 

Cl 

07 

60 

0100 

30 

00 

00 

00 

NRC 

NRC 

information Liaision Branch 

Cl 

07 

60 

0100 

30 

10 

00 

00 

NRC 

NRC 

Case Resolution Branch 

Cl 

07 

60 

0100 

30 

20 

00 

00 

NRC 

NRC 

Foia Operations Division 

Cl 

07 

60 

0100 

40 

00 

00 

00 

NRC 

NRC 

Harrisonburg File Storage Facility 

Cl 

07 

60 

0100 

50 

00 

00 

00 

NRC 

NRC 

Foia Program Division 

Cl 

07 

60 

0100 

60 

00 

00 

00 

NRC 

NRC 

Office Of Records 

Cl 

07 

60 

0200 

00 

00 

00 

00 

RFC 

REC 

Records Operations Branch 

cs 

07 

60 

0200 

10 

00 

00 

00 

23 

m 

O 

REC | 

Records Search & information Section 

Cl 

07 

60 

0200 

to 

10 

00 

00 

REG 

REC 

Policy And Implementation Branch 

Cl 

07 

60 

0200 

20 

00 

00 

00 

REC 

REC 

Policy Section 

Cl 

07 

60 

0200 

20 

10 

00 

00 

REC 

REC 

Mission Support Branch 

Cl 

07 

60 

0200 

30 

00 

00 

00 

REC 

REC 

Electronic Records Branch 

Cl 

07 

60 

0200 

40 

00 

00 

00 

REC 

REC 

Systems Services Section 

Cl 

07 

60 

0200 

40 

10 

00 

00 

REC 

REC 

Digitization Section 

C! 

07 

60 

0200 

40 

20 

00 

00 

REC 

REC 

Mail Management 

Cl 

07 

60 

0200 

50 

00 

00 

00 

REC : 

REC 

Mail Management Section 

Cl 

07 

60 

0200 

50 

10 

00 

00 

REC 

REC 

Historical Records And Archives Branch 

Cl 

07 

60 

0200 

60 

00 

00 

00 

REC 

REC 

Genealogy Section 

Cl 

07 

60 

0200 

60 

10 

00 

00 

REG 

REC 

Application Support Ctr m i: ? 

Cl 

07 

ytffcVttryvyyv 

70 

0000 

00 

00 

09 

00 

GS&.j, 

[ASC , 






ilS 


a 

1I2I1 


W$M. 



H 

Mgt Support Branch 

Cl 

09 

oi 

0000 

00 

00 

00 

00 

AAO 

MO 

Appeals Fraud Branch 

Cl 

09 

02 

0000 

00 

00 

00 

00 

AAO | 

MO 

Branch 1 

Cl 

09 

10 

0000 

00 

00 

00 

00 

AAO 

MO 

Branch 2 

Cl 

09 

20 

0000 

00 

00 

00 

00 

MO 

MO 

Branch 3 

C! 

09 

30 

0000 

00 

00 

00 

00 

MO 

MO 

Branch 4 

Cl 

09 

40 

0000 

00 

00 

00 

00 

MO 

MO 

Branch 5 

Cl 

09 

SO 

0000 

00 

00 

00 

00 

AAO 

MO 

Branch 6 

Cl 

09 

60 

0000 

00 

00 

00 

00 

MO 

MO 

Branch 7 

Cl 

09 

70 

0000 

swamps 

GO 

aa-fwa*® 

00 

00 

00 

AAO 

MO 


2 

2 

2 

2 

2 

2 

2 

»■! 






mem 



2 


QfciioieizinshtK: 


Outreach Section 
Programs Section 

f» 


OfcOf TheDir.NadBenefCtr 

■'ROM'.';- 

WE l .m 

17 

40 

oW 

99 

09 

66 

90 | 

m&'B 

NBC ;.2: 

4 

Adjudications Division 


Cl 

17 

40 

0100 

01 

00 

00 

00 

NBC 

NBC 

4 

Visas Branch 


Cl 

17 

40 

0100 

01 

10 

00 

00 ! 

NBC 

NBC 

4 

Legalization Branch 


Cl 

17 

40 

0100 

01 

20 

00 

00 j 

NBC ’ 

NBC 

4 

Records Division 


Cl 

17 

40 

0100 

02 

GO 

00 

00 

NBC 

NBC 

4 

information Technology Div 


C! 

17 

40 

0100 

03 

00 

00 

00 

NBC 

NBC 

4 

Customer Relations 


Cl 

17 

40 

0100 

04 

00 

00 

QQ 

NBC 

NBC 

4 

Management Division 


Cl 

17 

40 

0100 

05 

00 

00 

00 

NBC 

NBC 

4" 

Northeast Regional Office 



Cl 17 

40 

0209 

00 

00 

00 

00 

NER 

NER 

1 

Operations Branch 


Cl 

17 

40 

0200 

00 

10 

00 

00 

NER 

NER 

1 

District 1 


Cl 

17 

40 

0205 

00 

00 

00 

00 

D01 

D01 

1 

Boston Ma Field Office 


Cl 

17 

40 

0205 

01 

00 

00 

00 

BOS 

BOS 

! i 
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U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

12/15/2010 


Tops 
Tops ESP 
Star 


(maximum 30 characters) 

Agcy Lev Lev 
Code 2 3 

Lev 

4 

Lev Lev Lev 
5 6 7 

Lev Budget! 



8 

LOC 

OFC 

Team 

Providence Ri Field Office 

Cl 

17 

40 

0205 

02 

00 

00 

00 

PRO 

PRO 

1 

Portland Me Field Office 

Cl 

17 

40 

0205 

03 

00 

00 

00 

POM 

POM 

1 

Manchester Nh Field Office 

Cl 

17 

40 

0205 

04 

00 

00 

00 

MAN 

MAN 

1 

Lawrence Field Office 

Cl 

17 

40 

0205 

05 

00 

00 

00 

LAW 

LAW 

1 

District 2 

Cl 

17 

40 

0210 

00 

00 

00 

00 

D02 

D02 

1 

Buffalo Ny Field Office 

Cl 

17 

40 

0210 

01 

00 

00 

00 

BUF 

BUF 

1 

Syracuse Ny Fso 

Cl 

17 

40 

0210 

01 

10 

00 

00 

BUF 

SYR 

1 

Albany Ny Field Office 

Cl 

17 

40 

0210 

02 

00 

00 

00 

ALB 

ALB 

1 

Hartford Ct Field Office 

Cl 

17 

40 

0210 

03 

00 

00 

00 

HAR 

HAR 

1 

St Albans Vt Field Office 

Cl 

17 

40 

0210 

04 

00 

00 

00 

STA 

STA 

1 

District 3 

Cl 

17 

40 

0215 

00 

00 

00 

00 

D03 

D03 

1 

New York City Field Office 

Cl 

17 

40 

0215 

01 

00 

00 

00 

NYC 

NYC 

1 

Meo Language Services Section 

Cl 

17 

40 

0215 

01 

10 

00 

00 

LSS 

LSS 

1 

Garden City Nj Field Office 

Cl 

17 

40 

0215 

02 

00 

00 

00 

GDN 

GDN 

1 

Long Island Field Office 

Cl 

17 

40 

0215 

03 

00 

00 

00 

LNY 

LNY 

1 

Queens Field Office 

Cl 

17 

40 

0215 

04 

00 

00 

00 

QNS 

QNS 

1 

District 4 

Cl 

17 

40 

0220 

00 

00 

00 

00 

D04 

D04 

i 

Newark Nj Field Office 

Cl 

17 

40 

0220 

01 

00 

00 

00 

NEW 

NEW 

i 

Mt Laurel Nj Field Office 

Cl 

17 

40 

0220 

02 

00 

00 

00 

MTL 

MTL 

i 

District 5 

Cl 

17 

40 

0225 

00 

00 

00 

00 

D05 

D05 

i 

Philadelphia Pa Field Office 

Cl 

17 

40 

0225 

01 

00 

00 

00 

PHI 

PHI 

i 

Dover De Fso 

Cl 

17 

40 

0225 

01 

10 

00 

00 

PHI 

DOV 

i 

Pittsburgh Pa Field Office 

Cl 

17 

40 

0225 

02 

00 

00 

00 

PIT 

PIT 

i 

Charleston Wv Fso 

Cl 

17 

40 

0225 

02 

10 

00 

00 

PIT 

CHS 

i 

District 6 

Cl 

17 

40 

0230 

00 

00 

00 

00 

D06 

D06 

i 

Baltimore Md Field Office 

Cl 

17 

40 

0230 

01 

00 

00 

00 

BAL 

BAL 

i 

District 7 

Cl 

17 

40 

0235 

00 

00 

00 

00 

D07 

D07 

i 

Fairfax Va Field Office 

Cl 

17 

40 

0235 

01 

00 

00 

00 

WAS 

WAS 

i 

Norfolk Va Field Office 

Cl 

17 

40 

0235 

02 

00 

00 

00 

NOR 

NOR 

i 

Southeast Regional Office 

Cl 

17 

40 

0300 

00 

00 

00 

00 

SER 

SER 

4 

Operations Branch 

Cl 

17 

40 

0300 

00 

10 

00 

00 

SER 

SER 

4 

District 8 

Cl 

17 

40 

0305 

00 

00 

00 

00 

D08 

D08 

4 

Atlanta Ga Field Office 

Cl 

17 

40 

0305 

01 

00 

00 

00 

ATL 

ATL 

4 

Birmingham, Al Fso 

Cl 

17 

40 

0305 

01 

10 

00 

00 

ATL 

BIR 

4 

Charlotte Nc Field Office 

Cl 

17 

40 

0305 

02 

00 

00 

00 

CLT 

CLT 

4 

Charleston Sc Field Office 

Cl 

17 

40 

0305 

03 

00 

00 

00 

CHL 

CHL 

4 

Greer Sc Fso 

Cl 

17 

40 

0305 

03 

10 

00 

00 

CHL 

GRR 

4 

Raleigh Nc Field Office 

Cl 

17 

40 

0305 

04 

00 

00 

00 

RAL 

RAL 

4 

District 9 

Cl 

17 

40 

0310 

00 

00 

00 

00 

D09 

D09 

4 

Miami FI Field Office 

Cl 

17 

40 

0310 

01 

00 

00 

00 

MIA 

MIA 

4 

Charlotte Amalie Vi Field Office 

Cl 

17 

40 

0310 

02 

00 

00 

00 

VIR 

VIR 

4 

St Croix Vi Fso 

Cl 

17 

40 

0310 

02 

10 

00 

00 

VIR 

SCX 

4 

San Juan Pr Field Office 

Cl 

17 

40 

0310 

03 

00 

00 

00 

SAJ 

SAJ 

4 

Hialeah Field Office 

Cl 

17 

40 

0310 

04 

00 

00 

00 

HIA 

HIA 

4 

Kendall Field Office 

Cl 

17 

40 

0310 

05 

00 

00 

00 

KND 

KND 

4 

Oakland Park Field Office 

Cl 

17 

40 

0310 

06 

00 

00 

00 

OKL 

OKL 

4 

District 10 

Cl 

17 

40 

0315 

00 

00 

00 

00 

D10 

D10 

4 

Tampa FI Field Office 

Cl 

17 

40 

0315 

01 

00 

00 

00 

TAM 

TAM 

4 

Jacksonville FI Field Office 

Cl 

17 

40 

0315 

02 

00 

00 

00 

JAC 

JAC 

4 

Orlando FI Field Office 

Cl 

17 

40 

0315 

03 

00 

00 

00 

ORL 

ORL 

4 
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U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

12/15/2010 


Tops 
Tops ESP 
Star 


Agcy Lev Lev Lev Lev Lev Lev Lev Budget 


(maximum 30 characters) 

Code 

2 

3 

4 

5 

6 

7 

8 

LOC 

OFC 

Team 

West Palm Beach FI Field Office 

Cl 

r ~ 

40 

0315 

04 

00 

oo" 

o'o ' 

WPB 

WPB 

4 

District 11 

Cl 

17 

40 

0320 

00 

00 

00 

00 

Dll 

Dll 

4 

New Orleans La Field Office 

Cl 

17 

40 

0320 

01 

00 

00 

00 

NOL 

NOL 

4 

Jackson Ms Fso 

Cl 

17 

40 

0320 

01 

10 

00 

00 

NOL 

JAK 

4 

Ft Smith Ar Field Office 

Cl 

17 

40 

0320 

02 

00 

00 

00 

FSA 

FSA 

4 

Memphis Tn Field Office 

Cl 

17 

40 

0320 

03 

00 

00 

00 

MEM 

MEM 

4 

Nashville Tn Fso 

Cl 

17 

40 

0320 

03 

10 

00 

00 

MEM 

NVL 

4 

Central Regional Office 

Cl 

17 

40 

0400 

00 

00 

00 

00 

CRO 

CRO 

2 

Operations Branch 

Cl 

17 

40 

0400 

00 

10 

00 

00 

CRO 

CRO 

2 

District 12 

Cl 

17 

40 

0405 

00 

00 

00 

00 

D12 

D12 

2 

Detroit Mi Field Office 

Cl 

17 

40 

0405 

01 

00 

00 

00 

DET 

DET 

2 

District 13 

Cl 

17 

40 

0410 

00 

00 

00 

00 

D13 

D13 

2 

Cleveland Oh Field Office 

Cl 

17 

40 

0410 

01 

00 

00 

00 

CLE 

CLE 

2 

Cincinnati Oh Field Office 

Cl 

17 

40 

0410 

02 

00 

00 

00 

CIN 

CIN 

2 

Columbus Oh Field Office 

Cl 

17 

40 

0410 

03 

00 

00 

00 

CLM 

CLM 

2 

Louisville Ky Field Office 

Cl 

17 

40 

0410 

04 

00 

00 

00 

LOU 

LOU 

2 

Indianapolis In Field Office 

Cl 

17 

40 

0410 

05 

00 

00 

00 

INP 

INP 

2 

District 14 

Cl 

17 

40 

0415 

00 

00 

00 

00 

D14 

D14 

2 

Chicago II Field Office 
Milwaukee Wi Field Office 

Cl 

17 

40 

0415 

01 

00 

00 

00 

CHI 

CHI 

2 

Cl 

17 

40 

0415 

02 

00 

00 

00 

MIL 

MIL 

2 

District 15 

Cl 

17 

40 

0420 

00 

00 

00 

00 

D15 

D15 

2 

Kansas City Mo Field Office 

Cl 

17 

40 

0420 

01 

00 

00 

00 

KAN 

KAN 

2 

Wichita Ks Fso 

Cl 

17 

40 

0420 

01 

10 

00 

00 

KAN 

WIC 

2 

St Louis Mo Field Office 

Cl 

17 

40 

0420 

02 

00 

00 

00 

STL 

STL 

2 

Omaha Ne Field Office 

Cl 

17 

40 

0420 

03 

00 

00 

00 

OMA 

OMA 

2 

Des Moines la Field Office 

Cl 

17 

40 

0420 

04 

00 

00 

00 

DSM 

DSM 

2 

St Paul Mn Field Office 

Cl 

17 

40 

0420 

05 

00 

00 

00 

SPM 

SPM 

2 

Sioux Falls Sd Fso 

Cl 

17 

40 

0420 

05 

10 

00 

00 

SPM 

SXF 

2 

Fargo Nd Fso 

Cl 

17 

40 

0420 

05 

20 

00 

00 

SPM 

FND 

2 

Duluth Mn Fso 

Cl 

17 

40 

0420 

05 

30 

00 

00 

SPM 

DMN 

2 

Rapid City Sd Fso 

Cl 

17 

40 

0420 

05 

40 

00 

00 

SPM 

RPC 

2 

District 16 

Cl 

17 

40 

0425 

00 

00 

00 

00 

D16 

D16 

2 

Dallas Tx Field Office 

Cl 

17 

40 

0425 

01 

00 

00 

00 

DAL 

DAL 

2 

Lubbock Tx Fso 

Cl 

17 

40 

0425 

01 

10 

00 

00 

DAL 

LUB 

2 

Oklahoma City Ok Field Office 

Cl 

17 

40 

0425 

02 

00 

00 

00 

OKC 

OKC 

2 

District 17 

Cl 

17 

40 

0430 

00 

00 

00 

00 

D17 

D17 

2 

Houston Field Office 

Cl 

17 

40 

0430 

01 

00 

00 

00 

HOU 

HOU 

2 

District 18 

Cl 

17 

40 

0435 

00 

00 

00 

00 

D18 

D18 

2 

San Antonio Tx Field Office 

Cl 

17 

40 

0435 

01 

00 

00 

00 

SNA 

SNA 

2 

Eagle Pass Tx Fso 

Cl 

17 

40 

0435 

01 

10 

00 

00 

SNA 

EPT 

2 

Laredo Tx Fso 

Cl 

17 

40 

0435 

01 

20 

00 

00 

SNA 

LTX 

2 

Austin Tx Fso 

Cl 

17 

40 

0435 

01 

30 

00 

00 

SNA 

AUS 

2 

Albuquerque Nm Field Office 

Cl 

17 

40 

0435 

02 

00 

00 

00 

ABQ 

ABQ 

2 

El Paso Tx Field Office 

Cl 

17 

40 

0435 

03 

00 

00 

00 

ELP 

ELP 

2 

Harlingen Tx Field Office 

Cl 

17 

40 

0435 

04 

00 

00 

00 

HLG 

HLG 

2 

District 19 

Cl 

17 

40 

0440 

00 

00 

00 

00 

D19 

D19 

2 

Denver Co Field Office 

Cl 

17 

40 

0440 

01 

00 

00 

00 

DEN 

DEN 

2 

Casper Wy Fso 

Cl 

17 

40 

0440 

01 

10 

00 

00 

DEN 

CAS 

2 

Grand Junction Co Fso 

Cl 

17 

40 

0440 

01 

20 

00 

00 

DEN 

GJC 

2 

Salt Lake Ut Field Office 

Cl 

17 

40 

0440 

02 

00 

00 

00 

SLC 

SLC 

2 
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U.S. Citizenship S Immigration Services 
FY 2011 Organization Code Structure 

12/15/2010 

Agcy Lev Lev Lev Lev Lev 
(maximum 30 characters) Code 2 3 4 5 6 


•’Afj 


Lev Lev 
7 8 


Helena Mi Field Office 
Boise Id Field Office 
Idaho Falls Id Fso 

Western Regional Office 
Operations Br 
District 20 

Seattle Or Field Office 
Yakima Wa Field Office 
Spokane Wa Field Office 
Anchorage Ak Field Office 
Portland Or Field Office 
District 21 

San Francisco Ca Field Office 
San Jose Ca Field Office 
District 22 

Sacramento Ca Field Office 
Fresno Ca Field Office 
District 23 

Los Angeles Ca Field Office 

East Los Angeles Field Support Office 

San Bernardino Ca Field Office 

El Monte Ca Field Office 

Santa Ana Ca Field Office 

San Fernando Valley Field Office 

District 24 

San Diego Ca Field Office 
Imperial Valley Ca Fso 
Chula Vista Ca Field Office 
District 25 

Phoenix Ar Field Office 
Phoenix Life Bld g Fso 
Las Vegas Nv Field Office 
Reno Nv Field Office 
Tucson Az Field Office 
District 26 

Honolulu Hi Field Office 
Guam Field Office 
Saipan Field Support Office 


Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

Cf 

Cl 

Cf 

Cl 

Cl 

Cl 

ci 

C! 

Cl 

Ci 

Cl 

Ci 

Cl 

Cl 

Cl 

Cl 

Cl 

Cf 

Cl 

Cl 

Ci 

C! 

Cl 

Cl 

Cl 

Cl 

Cl 

Cl 

ei 


Cf 


17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
1? 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 
17 40 


17 40 


0440 

0440 

0440 

0500 

0500 

0505 

0505 

0505 

0505 

0505 

0505 

0510 

0510 

0510 

0515 

0515 

0515 

0520 

0520 

0520 

0520 

0520 

0520 

0520 

0525 

0525 

0525 

0525 

0530 

0530 

0530 

0530 

0530 

0530 

0535 

0535 

0535 

0535 

irat« 


03 00 

04 00 
04 10 

DO 00 
00 10 
00 00 
01 00 
02 00 

03 00 

04 00 

05 00 
00 00 
01 00 
02 00 
00 00 
01 00 
02 00 
00 00 
01 00 
01 10 
02 00 

04 00 

05 00 

06 00 
00 00 
01 00 
01 10 
02 00 
00 00 
01 00 
01 10 
02 00 

03 00 

04 00 
00 00 
01 00 
02 00 


02 10 


00 00 
00 00 
00 00 
09 DGi 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 QD 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 
00 00 



Tops 


Budget 

LOG 


: Office Of Admid^fcOTeirj i 
Field Support Center Burlington 
Project Management Branch 
Field Asset Branch 
Facilities MgmtDiv 
Hq Space Mgmt Branch 



; 2 00 ■ . : G0 ;| 

23 10 0100 “ 00 00 00 Oo”1 

23 10 0100 10 00 00 00 | 

23 10 0100 20 00 00 00 j 

23 10 0200 00 00 00 00 | 

23 10 0200 10 00 00 00 


HEL | 

BOi 

IFI 

WRG 
iWRO 
D20 
jSEA 
[YAK 
SPO 
!ANC 
POO 
D21 
SFR 
[SNJ 
D22 
SAC 
1FRE 
D23 
LOS 
LOS 
S8D 
ELM 
SAA 
SFV 
D24 
SND 
SND 
CVC 
025 
PHO 
PHO 
LVG 
REN 
IfTUC 
:D26 
HHW 
AGA 
AGA 


Tops 

ESP 

Star 

GFC 


HEL 

BOI 

IFI 

WRO 
IWRO 
D20 
SEA 
YAK 
SPO 
ARC 
POO 
021 
SFR 
SNJ 
D22 
SAC 
FRE 
D23 
LOS 
IXIA 
SBD 
ELM 
SAA 
SFV 
D24 
SND 
IMP 
CVC. 

025 

PHO 

PHL 

LVG 

REN 

[TUG 

D26 

HHW 

AGA 

SAI 



ADM 

ADM 

ADM 

ADM 

ADM 


ADM 

[ADM 

ADM 

ADM 

ADM 


J 

J 

4 


A 

A 

A 

A 

A 

_4j 

_4 

— 

_4 

_4 

4 


J 

4 


A 

_4 

_4 

_4 

A 

A 

_4: 

_4 

_4 

_4 

_4 

_4 

_4 

A 

A 

A 

A 

A 

A 

A 

2 
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U.S. Citizenship & Immigration Services 
FT 201 1 Organization Code Structure 

12 / 15/2010 


Tops 


Tops ESP 
Star 


Agcy Lev Lev Lev Lev Lev Lev Lev Budget! 


{maximum 30 characters) 


Code 

2 

3 

4 

5 

6 

7 

8 

LOC 

OFC 

Team 

Planning And Programming Branch 


Cl 

~23~ 

10 

0200 

20" 

00 

00 ■ 

00 

ADM 

ADM 

1 

Logistics Management Div 


Cl 

23 

10 

0300 

00 

00 

00 

00 

ADM 

ADM 

1 

Asset Management Branch 


Cl 

23 

10 

0300 

10 

00 

00 

00 

ADM 

ADM 

mmm 

Fleet & HQ Services Branch 


Cl 

23 

ID 

0300 

20 

00 

00 

00 

ADM 

ADM 

1 

Ofe Of Chief information Officer 


Cl 

23 

20 

0000; 

00 

00 

00 

00 

iSM 

isM iJ 


Chief Of Staff 


Cl 

23 

20 

0100 

00 

GO 

00 

GO 

ISM 

ISM 


Enterprise Program Management 


Cl 

23 

20 

0100 

10 

00 

00 

00 

ISM 

ISM 


Operations Analysis 


Cl 

23 

20 

0100 

20 

00 

00 

00 

ISM 

ISM 


Chief Technology Officer 


Cl 

23 

20 

0200 

00 

00 

00 

00 

ISM 

ISM 


E nterprise Architecture 


Cl 

23 

20 

0200 

10 

00 

00 

00 

ISM 

ISM 


Security Integration Division 


Cl 

23 

20 

0300 

00 

00 

00 

00 

ISM 

ISM 


Technical Support 


Cl 

23 

20 

0300 

10 

00 

00 

00 

ISM 

ISM 


Regional Issm 


Cl 

23 

20 

0300 

20 

00 

00 

00 

ISM 

ISM 

MM 

Network Defense 


Cl 

23 

20 

0300 

30 

00 

00 

00 

ISM 

ISM 

WiMi 

Audit Control 


Cl 

23 

20 

0300 

40 

00 

DO 

00 

ISM 

ISM 


Fisma Compliance 


Cl 

23 

20 

0300 

50 

00 

00 

00 

ISM 

ISM 

WmSM 

Enterprise Infrastruciura .Division 


Cl 

23 

20 

0400 

00 

00 

00 

00 

ISM 

ISM 

iwimi 

Automation & Virtual Services 


Cl 

23 

20 

0400 

10 

00 

DO 

00 1 

ISM 

ISM 

tmm 

Network Operations 


Cl 

23 

20 

0400 

20 

00 

00 

00 

ISM 

ISM 

mtm 

Capacity Availability & Resiliency 


Cl 

23 

20 

0400 

30 

00 

00 

00 

ISM i 

ISM 

-- 4 " 

Converged Communications 


Cl 

23 

20 

0400 

40 

00 

00 

00 

ISM 

ISM 

WHHM 

Engineering Optmization 


Cl 

23 

20 

0400 

50 

00 

00 

00 

ISM 

ISM 

mmm. 

Transformation Support Division 


Cl 

23 

20 

0500 

00 

00 

00 

00 

ISM 

ISM 


Security 


Cl 

23 

20 

0500 

10 

00 

00 

00 

ISM 

ISM 

mmmm 

Infrastructure 


Cl 

23 

20 

0500 

20 

00 

00 

00 

ISM 

ISM 


Enterprise Architecture 


Cl 

23 

20 

0500 

30 

00 

00 

00 

ISM 

ISM 


Systems Engineering 


Cl 

23 

20 

0500 

40 

00 

00 

00 

ISM 

ISM 


Common Services 


Cl 

23 

20 

0500 

50 

00 

00 

00 

ISM 

ISM 


Systems Engineering Division 


Cl 

23 

20 

0600 

00 

00 

00 

00 

ISM 

ISM 


Systems Development 


Cl 

23 

20 

0600 

10 

00 

00 

00 

ISM 

ISM 


Process Control 


Cl 

23 

20 

0600 

20 

00 

00 

00 

ISM 

ISM 


Esd It Peo 


Cl 

23 

20 

0600 

30 

00 

00 

00 

ISM 

ISM 

nn 

Web Services 


Cl 

23 

20 

0600 

40 

00 

00 

00 : 

ISM 

ISM 

iiiiisft 

Data Interchange 


Cl 

23 

20 

0600 

50 

00 

00 

00 

ISM 

ISM 


Sto Tools & Services 


Cl 

23 

20 

0600 

60 

00 

00 

00 

ISM 

ISM 

IllliiS 

Problem Management 


Cl 

23 

20 

0600 

70 

00 

00 

00 

ISM 

ISM 


Resource Management Division 


Cl 

23 

20 

0700 

00 

00 

00 

00 

ISM 

ISM 


Financial Management 


Cl 

23 

20 

0700 

10 

00 

00 

00 

ISM 

ISM 

Si ImM 

Workforce Management 


Cl 

23 

20 

0700 

20 

00 

00 

00 

ISM 

ISM 

jgglil 

Acquisition And Contract Admin 


Cl 

23 

20 

0700 

30 

00 

00 

00 

ISM 

ISM 


Technology Services 


Cl 

23 

20 

0700 

40 

00 

00 

00 

ISM 

ISM 


End User Services Division 


Cl 

23 

20 

0800 

00 

00 

00 

00 

ISM 

ISM 


Product Provisioning 


Cl 

23 

20 

0800 

10 

00 

00 

00 

ISM 

ISM 


Chg Config And Re! Mgmt Suprt 


Cl 

23 

20 

0800 

20 

00 

00 

00 

ISM 

ISM 

ilfe&ifi 

National Capital Area 


Cl 

23 

20 

0800 

30 

00 

00 

00 

ISM 

ISM 


Sou th east Area 


Cl 

23 

20 

0800 

40 

00 

00 

GO 

ISM 

ISM 


Northeast Area 


Cl 

23 

20 

0800 

50 

00 

00 

00 

ISM 

ISM 


West Area 


Cl 

2.3 

20 

0800 

60 

00 

00 

00 

ISM 

ISM 


Central Area 


Cl 

23 

20 

0800 

70 

00 

00 

00 

ISM 

ISM 

wmm 

Office. OfEquatOpportunihy&Tridiisfon 

: A Of 

23 

yS&T 

TOGO 

:GQ 

00 

m i 


m } ' 

mi yj 

4 
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U.S. Citizenship & Immigration Services 
FY 2011 Organization Code Structure 

12 / 15/2010 


Tops 
Tops ESP 
Star 


Agey Lev Lev Lev Lev lev Lev Lev Budget 


(maximum 30 characters} 

Code 2 

3 

4 

5 

s 

7 

8 : 

toe 

OFC 

Team 

Office Of Security & Integrity 

Cl 

23 

40 

0000" 

00 

00 

00 

.00 

SEC • 

SEC 

* 

Office Of Emergency Management S Safety 

Cl 

23 

40 

0100 

00 

00 

00 

GO 

EPC 

EPC 

2 

Office Of Chief Financial Officer 

Cl 

23 

SO 

0000 

00 

m 

00 

00 

CFO 

CFO 

1 

Duty Post Burlington 

Cl 

23 

50 

0100 

00 

00 

00 

00 : 

CFO 

BIJR 

1 1 

Support Services 

Cl 

23 

so 

0200 

00 

00 

00 

00 

CFO 

CFO 

11 

Support Semces-WCF 

Ct 

23 

SO 

0200 

10 

00 

00 

00 

CFO 

WCF 

1 

Support Services - Overhead 

Cl 

23 

SO 

0200 

20 

00 

00 

00 

CFO 

OHD 

1 

Support Services - Shared 

Cl 

23 

50 

0200 

30 

00 

00 

00 

CFO 

SHS 

1 

Support Services - PCS 

Ci 

23 

50 

0200 

40 

00 

oo 

00 

CFO 

BUD 

1 

Prior Year Funds 

Cl 

23 

50 

0300 

GO 

00 

00 

00 

FIN 

FIN 

1 

Prior Year Funds 

Cl 

23 

50 

0300 

10 

00 

00 

00 

FIN 

PYF 

i 1 

Intake ^Document Production 

Cl 

23 

SO 

0000 

00 

00 

00 

00 

top 

IBP; 

1 

i ntegrated Document Production 

Cl 

23 

00 

0100 

00 

00 

00 

GO 

IDO 

IDO 

1 

Document Production Branch 

Cl 

23 

60 

0100 

10 

00 

00 

00 

DPB 

DPB 

1 

Corbin Prod Facility Corbin, K 

Cl 

23 

SO 

0100 

20 

00 

GO 

00 

CBN 

CBN 

1 

Document Services Division 

Cl 

23 

60 

0200 

00 

00 

00 

00 

DSD 

DSD 

1 

Forms Management and Design Branch 

Cl 

23 

60 

0200 

10 

00 

00 

00 

FRM 

FRM 

1 

Printing and Distribution Branch 

Ci 

23 

60 

0200 

20 

00 

00 

00 

PRT | 

PRT 

1 

Eastern Forms Center 

Ci 

23 

60 

0200 

30 

00 

00 

00 

EFC 

EFC 

1 

Western Forms Center 

C! 

23 

60 

0200 

40 

00 

oo 

00 

WFC 

WFC 

1 

Intake Operations & Enhancement 

Ci 

23 

60 

0500 

00 

00 

00 

GO 

IOE 

IOE 

1 

Ofc Of Human Capital & Training 

Gl 

23 

70 

0000 

00 

00 

00 

00 

HCT 

HCT 

1 

Training & Career Development Division 

Cl 

23 

70 

0100 

00 

00 

GO 

00 

TRN 

TRN 

1 

Training Career Dev - Burlington, VT 

Cl 

23 

70 

0100 

10 

00 

00 

00 

TRN 

BRl. 

1 

Academy Trairiinig Center 

Cl 

23 

70 

0100 

20 

00 

00 

00 

TRN 

ATC 

i 

Human Capital Strategy Division 

Cl 

23 

70 

0200 

00 

00 

00 

00 

HCS 

HCS 

i 

Workforce Relations Division 

Cl 

23 

70 

0300 

00 

00 

00 

00 

WRD 1 

WRD 

i 

Wrd-northeastern 

Cl 

23 

70 

0300 

10 

00 

00 

00 

WRD ! 

WRD 

i 

Wrd-southeastem 

Cl 

23 

70 

0300 

20 

00 

00 

00 

WRD 

WRD 

“ i 

Wrd-central 

Cl 

23 

70 

0300 

30 

00 

00 

GO 

WRD 

WRD 

' i 

Wrd-western 

Ci 

23 

70 

0300 

40 

00 

oo 

00 

WRD 

WRD 

i 

Human Resources Division 

Cl 

23 

70 

0400 

00 

00 

00 

oo 

HRD 

HRD 

i 

Human Capital Training Business Center - Buriir Cl 

23 

70 

0500 

00 

00 

00 

00 

HCB i 

HCB 

i 

Human Resources Operations Center, Burlingto Cl 

23 

70 

0600 

00 

00 

00 

00 

HRC 

HRC 

i 

Office:of Opntraciing ' . •; ; y, , y- : : : 

Cl 

23 

30 

0000- 

00: 

: 00 . 

00 

\ 00; 

CQNYi 

CON; . 

i 



§$f|§ 


®P 


iiEi 





4 

fdns Division : : ; 

: Cl 

24 

10 

0000 

00 

00: 

00 

00 

FDS . ' 

FDS 

4 

Mission Support Branch 

Cl 

24 

10 

0100 

00 

00 

oo 

00 

FDS 

FDS 

4 

National Security Branch 

ci 

24 

10 

0200 

00 

00 

oo 

00 

FDS 

FDS 

4 

National Security Adjudications Unit 

C! 

24 

10 

0200 

10 

00 

00 

00 

FDS 

FDS 

4 

Background Check Analysis Unit 1 

C! 

24 

10 

0200 

20 

00 

00 

00 

FDS I 

FDS 

4 

Background Check Analysis Unit 2 

Cl 

24 

10 

0200 

30 

00 

00 

00 

FDS 

FDS 

4 

Intelligence Branch 

Cl 

24 

10 

0300 

00 

00 

00 

00 

FDS 

FDS 

4 

Policy Development And Analysis Branch 

Cl 

24 

10 

0400 

00 

00 

00 

00 

FDS 

FDS 

4 

Fraud Detection Section 

Cl 

24 

10 

0400 

10 

00 

00 

00 

FDS 

FDS 

4 

National Security Section 

Cl 

24 

•so 

0400 

20 

00 

00 

00 

FDS 

EDS 

4 

Operations Branch 

Cl 

24 

10 

0500 

00 

00 

00 

00 

FDS 

FDS 

4 

Program Support Section 

Cl 

24 

10 

0500 

10 

00 

00 

00 

FDS 

FDS 

4 

Fraud Detection Service Centers 

Cl 

24 

10 

0900 

00 

00 

00 

00 

FDS 

FDS 

4 

FDNS Vermont Sc 

Cl 

24 10 
Page 9 of 
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00 

00 

00 

00 
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U.S. Citizenship & immigration Services 
FY 2011 Organization Code Structure 

12/15/2010 


Tops 
Tops ESP 
Star 


{maximum 30 characters} 

Agcy Lev Lev 
Code 2 3 

Lev 

4 

Lev 

5 

Lev Lev Lev 
6 7 8 ! 

Budget 
LOG : 

OFC 

FDNS Texas Sc 

Cl 

24 

10 ' 

0910 

00 

00 

oo 

00 

FDS 

FDS 

FDNS Nebraska Sc 

Cl 

24 

10 

0915 

GO 

00 

00 

00 

FDS 

FDS 

FDNS California Sc 

Cl 

24 

10 

0920 

00 

00 

00 

00 

FDS 

FDS 

FDNS National Benefit Center 

Cl 

24 

10 

0925 

00 

00 

00 

00 

FDS 

FDS 

Fraud Detection Asylum Division 

Cl 

24 

10 

1000 

00 

00 

00 

00 

FDS 

FDS 

FDNS Arlington Ac 

Cl 

24 

10 

1000 

10 

00 

00 

00 

FDS 

FOS 

FDNS Chicago Ao 

Cl 

24 

10 

1000 

20 

00 

00 

00 

FDS 

FDS 

FDNS Houston Ao 

Cl 

24 

10 

1000 

30 

00 

GO 

00 

FDS 

FOS 

FDNS Los Angeles Ao 

Cl 

24 

10 

1000 

40 

00 

00 

00 

FDS 

FDS 

FDNS Miami Ao 

Cl 

24 

10 

1000 

50 

00 

00 

00 

FDS 

FDS 

FDNS Newark Ao 

Cl 

24 

10 

1000 

60 

00 

00 

00 

FDS 

FDS 

FDNS New York Ao 

Cl 

24 

10 

1000 

70 

00 

00 

00 

FDS 

FDS 

FDNS Sari Francisco Ao 

Cl 

24 

10 

1000 

80 

00 

00 

00 

FDS 

FDS 

FDNS Bangkok District Office 

Cl 

24 

10 

1100 

00 

00 

00 

00 

FDS 

FDS 

FDNS Beijing China Suboffice 

Cl 

24 

10 

1100 

01 

00 

00 

00 

FDS 

FDS 

FDNS Guangzhou China Suboffice 

Ct 

24 

10 

1100 

02 

00 

00 

00 

FDS 

FDS 

FDNS Ho Chi Minh City Vietnam Suboffice 

Ci 

24 

to 

1100 

03 

00 

00 

00 

FDS 

FDS 

FDNS Manila Philiipines Suboffice 

ct 

24 

10 

1100 

04 

00 

00 

00 

FDS 

FDS 

FDNS New Delhi Inida Suboffice 

ct 

24 

10 

1100 

05 

00 

00 

00 

FDS 

FDS 

FDNS Mexico City District Office 

Cf 

24 

10 

1200 

00 

00 

00 

00 

FDS 

FDS 

FDNS Ciudaad Juarez Mexico Suboffice 

C! 

24 

10 

1200 

01 

00 

00 

00 

FDS 

FDS 

FDNS Monterrey Mexico Suboffice 

Cl 

24 

10 

1200 

02 

00 

00 

00 

FDS 

FDS 

FDNS Rome District Office 

Cl 

24 

10 

1300 

00 

00 

00 

00 

FDS ! 

FDS 

FDNS Athens Greece Suboff ice 

Cl 

24 

10 

1300 

01 

00 

00 

00 

FDS 

FDS 

FDNS Frankfurt Germany Suboffice 

Cl 

24 

10 

1300 

02 

00 

00 

00 

FDS | 

FDS 

FDNS Nairobi Kenya Suboffice 

Cl 

24 

10 

1300 

03 

00 

CO 

00 

FDS 

FDS 

Fraud Detection Northeast Region 

Cl 

24 

10 

2000 

00 

00 

00 

00 

FDS | 

FDS 

District 1 

Cl 

24 

10 

2005 

00 

00 

00 

00 

FDS 

FDS 

FDNS Boston 

Cl 

24 

10 

2005 

01 

00 

00 

00 

FDS 

FDS 

FDNS Providence Ri 

Cl 

24 

to 

2005 

02 

00 

00 

00 

FDS 

FDS 

FDNS Portland Me 

Ci 

24 

to 

2005 

03 

00 

00 

oo 

FDS 

FDS 

FDNS Manchester Nh 

Cl 

24 

to 

2005 

04 

00 

00 

00 

FDS 

FDS 

FDNS Lawrence Ma 

Cl 

24 

to 

2005 

05 

00 

00 

00 

FDS 

FDS 

District 2 

Cl 

24 

to 

2010 

00 

00 

00 

00 

FOS 

FDS 

FDNS Buffalo 

C! 

24 

10 

2010 

01 

00 

00 

00 

FDS 

FDS 

FDNS Hartford Ct 

Cl 

24 

to 

2010 

02 

00 

00 

00 

FDS 

FDS 

FDNS Albany Ny 

Cl 

24 

to 

2010 

03 

00 

00 

00 

FDS 

FDS 

Districts 

Cl 

24 

10 

2015 

00 

00 

00 

00 

FDS 

FDS 

FDNS New York 

Cl 

24 

10 

2015 

01 

00 

00 

00 

FDS 

FDS 

FDNS Garden City Ny 

Cl 

24 

to 

2015 

02 

00 

00 

00 

FDS 

FDS 

FDNS HOLTSVILLE 

Cl 

24 

to 

2015 

03 

00 

00 

00 

FOS 

FDS 

FDNS QUEENS 

Cl 

24 

to 

2015 

04 

00 

00 

00 

FOS 

FDS 

District 4 

Cf 

24 

10 

2020 

00 

00 

00 

00 

FDS 

FDS 

FDNS Newark 

Cl 

24 

to 

2020 

01 

00 

00 

00 

FDS 

FDS 

FDNS Mt Laurel Nj 

Cl 

24 

10 

2020 

02 

00 

00 

00 

FDS 

FDS 

District 5 

Cl 

24 

to 

2025 

00 

oo 

00 

00 

FDS 

FDS 

FDNS Philadelphia 

Cl 

24 

10 

2025 

01 

00 

00 

00 

FDS 

FDS 

FDNS Pittsburgh Pa 

Cl 

24 

10 

2025 

02 

00 

00 

00 

FDS 

FDS 

District 6 

Cl 

24 

to 

2030 

00 

00 

00 

00 

FDS 

FDS 

FDNS Baltimore 

Cl 

24 

10 

2030 

01 

00 

00 

00 

FDS 

FDS 
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U.S. Citizenship & Immigration Services Tops 

WkMv FY 2011 Organization Code Structure Tops esp 

12/15/2010 Star 

Agcy Lev Lev Lev Lev Lev Lev Lev Budgetll 


(maximum 30 characters) 

Code 

2 

3 

4 

5 

6 

7 

8 

LOC 

OFC 

Team 

District 7 

Cl 

24 

10 

2035 

00 

00 

00 

00 

FDS 

FDS 

1 

FDNS Fairfax Va 

Cl 

24 

10 

2035 

01 

00 

00 

00 

FDS 

FDS 

1 

FDNS Norfolk Va 

Cl 

24 

10 

2035 

02 

00 

00 

00 

FDS 

FDS 

1 

Fraud Detection Southeast Region 

Cl 

24 

10 

3000 

00 

00 

00 

00 

FDS 

FDS 

4 

District 8 

Cl 

24 

10 

3005 

00 

00 

00 

00 

FDS 

FDS 

4 

FDNS Atlanta 

Cl 

24 

10 

3005 

01 

00 

00 

00 

FDS 

FDS 

4 

FDNS Charlotte Nc 

Cl 

24 

10 

3005 

02 

00 

00 

00 

FDS 

FDS 

4 

FDNS Charleston Sc 

Cl 

24 

10 

3005 

03 

00 

00 

00 

FDS 

FDS 

4 

FDNS Raleigh Nc 

Cl 

24 

10 

3005 

04 

00 

00 

00 

FDS 

FDS 

4 

District 9 

Cl 

24 

10 

3010 

00 

00 

00 

00 

FDS 

FDS 

4 

FDNS Miami 

Cl 

24 

10 

3010 

01 

00 

00 

00 

FDS 

FDS 

4 

FDNS San Juan 

Cl 

24 

10 

3010 

02 

00 

00 

00 

FDS 

FDS 

4 

FDNS Charlotte Amalie 

Cl 

24 

10 

3010 

03 

00 

00 

00 

FDS 

FDS 

4 

District 10 

Cl 

24 

10 

3015 

00 

00 

00 

00 

FDS 

FDS 

4 

FDNS Tampa FI 

Cl 

24 

10 

3015 

01 

00 

00 

00 

FDS 

FDS 

4 

FDNS Jacksonville FI 

Cl 

24 

10 

3015 

02 

00 

00 

00 

FDS 

FDS 

4 

FDNS Orlando 

Cl 

24 

10 

3015 

03 

00 

00 

00 

FDS 

FDS 

4 

FDNS West Palm Beach FI 

Cl 

24 

10 

3015 

04 

00 

00 

00 

FDS 

FDS 

4 

District 11 

Cl 

24 

10 

3020 

00 

00 

00 

00 

FDS 

FDS 

4 

FDNS New Orleans 

Cl 

24 

10 

3020 

01 

00 

00 

00 

FDS 

FDS 

4 

FDNS Memphis Tn 

Cl 

24 

10 

3020 

02 

00 

00 

00 

FDS 

FDS 

4 

FDNS Ft Smith Ar 

Cl 

24 

10 

3020 

03 

00 

00 

00 

FDS 

FDS 

4 

Fraud Detection Central Region 

Cl 

24 

10 

4000 

00 

00 

00 

00 

FDS 

FDS 

2 

District 12 

Cl 

24 

10 

4005 

00 

00 

00 

00 

FDS 

FDS 

2 

FDNS Detroit 

Cl 

24 

10 

4005 

01 

00 

00 

00 

FDS 

FDS 

2 

District 13 

Cl 

24 

10 

4010 

00 

00 

00 

00 

FDS 

FDS 

2 

FDNS Cleveland 

Cl 

24 

10 

4010 

01 

00 

00 

00 

FDS 

FDS 

2 

FDNS Cincinnati Oh 

Cl 

24 

10 

4010 

02 

00 

00 

00 

FDS 

FDS 

2 

FDNS Columbus Oh 

Cl 

24 

10 

4010 

03 

00 

00 

00 

FDS 

FDS 

2 

FDNS Louisville Ky 

Cl 

24 

10 

4010 

04 

00 

00 

00 

FDS 

FDS 

2 

FDNS Indianapolis In 

Cl 

24 

10 

4010 

05 

00 

00 

00 

FDS 

FDS 

2 

District 14 

Cl 

24 

10 

4015 

00 

00 

00 

00 

FDS 

FDS 

2 

FDNS Chicago 

Cl 

24 

10 

4015 

01 

00 

00 

00 

FDS 

FDS 

2 

FDNS Milwaukee Wi 

Cl 

24 

10 

4015 

02 

00 

00 

00 

FDS 

FDS 

2 

District 15 

Cl 

24 

10 

4020 

00 

00 

00 

00 

FDS 

FDS 

2 

FDNS Kansas City 

Cl 

24 

10 

4020 

01 

00 

00 

00 

FDS 

FDS 

2 

FDNS St Louis Mo 

Cl 

24 

10 

4020 

02 

00 

00 

00 

FDS 

FDS 

2 

FDNS Omaha 

Cl 

24 

10 

4020 

03 

00 

00 

00 

FDS 

FDS 

2 

FDNS St. Paul 

Cl 

24 

10 

4020 

04 

00 

00 

00 

FDS 

FDS 

2 

FDNS Des Moines la 

Cl 

24 

10 

4020 

05 

00 

00 

00 

FDS 

FDS 

2 

District 16 

Cl 

24 

10 

4025 

00 

00 

00 

00 

FDS 

FDS 

2 

FDNS Dallas 

Cl 

24 

10 

4025 

01 

00 

00 

00 

FDS 

FDS 

2 

FDNS Oklahoma City Ok 

Cl 

24 

10 

4025 

02 

00 

00 

00 

FDS 

FDS 

2 

District 17 

Cl 

24 

10 

4030 

00 

00 

00 

00 

FDS 

FDS 

2 

FDNS Houston 

Cl 

24 

10 

4030 

01 

00 

00 

00 

FDS 

FDS 

2 

District 18 

Cl 

24 

10 

4035 

00 

00 

00 

00 

FDS 

FDS 

2 

FDNS San Antonio 

Cl 

24 

10 

4035 

01 

00 

00 

00 

FDS 

FDS 

2 

FDNS Albuquerque Nm 

Cl 

24 

10 

4035 

02 

00 

00 

00 

FDS 

FDS 

2 

FDNS El Paso 

Cl 

24 

10 

4035 

03 

00 

00 

00 

FDS 

FDS 

2 

FDNS Harlingen Tx 

Cl 

24 

10 

4035 

04 

00 

00 

00 

FDS 

FDS 

2 
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U,S. Citizenship & Immigration Services 
FY 201 1 Organization Code Structure 

12/1 S/2010 


Taps 
Tops ESP 
Star 


Lev 


(maximum 30 characters) 

Code 

2 

3 

4 

$ 

6 

7 

8 

LOG 

OFC : 

Team 

District 19 

Cl 

2 

4"""" 

to'” 

4040 00 

00 

00 

00 

FDS 

FDS 

2 

FDNS Denver 

Ci 

2 

4 

10 

40' 

10 01 

00 

00 

00 

FDS 

FDS 

2 

FONS Salt Lake City Ut 

Cl 

24 

10 

4040 02 

00 

00 

00 

FDS 

FDS 

2 

FDNS Helena Mt 

Cl 

24 

10 

4040 03 

00 

00 

00 ! 

FDS 

FDS 

2 

FDNS Boise id 

Cl 

24 

10 

4040 04 

00 

00 

00 

FDS 

FDS 

2; 

Fraud Detection Western Region 

Cl 

24 

10 

5000 00 

00 

00 

00 

FDS 

FDS 


District 20 

Cl 

24 

10 

5005 00 

00 

00 

00 

FDS 

FDS 

I 4 

FDNS Seattle 

Cl 

24 

10 

5005 01 

00 

00 

GO : 

FDS 

FDS 

4 

FDNS Anchorage 

Cl 

2 

4 

10 

5005 ( 

32 

00 

00 

00 

FDS 

FDS 

4 

FDNS Portland Or 

Cl 

24 

10 

5005 0:3 

00 

00 

00 

FDS 

FDS 

4 

District 21 

Cl 

24 

10 

5010 00 

00 

00 

00 ! 

FDS 

FDS 

4 

FDNS San Francisco 

Cl 

24 

10 

5010 01 

00 

00 

00 

FDS 

FDS 

4 

FDNS San Jose Ca 

Cl 

24 

10 

5010 02 

00 

GO 

00 

FDS 

FDS 

4 

District 22 

Ci 

24 

10 

5015 00 

00 

00 

00 

FDS 

FDS 

4 

FDNS Sacramento Ca 

Cl 

24 

10 

5015 01 

00 

00 

00 

FDS 

FDS 

4 

FDNS Fresno Ca 

Cl 

24 

10 

5015 02 

00 

00 

00 

FDS 

FDS 

4 

District 23 

Cl 

24 

10 

5020 00 

00 

00 

00 

FDS 

FDS 

4 

FDNS Los Angeles 

Cl 

24 

10 

5020 01 

00 

00 

00 

FDS 

FDS 

4 

FDNS San Bemadino Ca 

Ci 

24 

10 

5020 02 

00 

00 

00 

FDS 

FDS 

4 

FDNS Santa Ana Ca 

Cl 

24 

10 

5020 03 

00 

00 

00 

FDS 

FDS 

4 

District 24 

Cl 

24 

10 

5025 00 

00 

00 

00 

FDS 

FDS 

4 

FDNS San Diego 

Cl 

2 

4 

10 

5025 01 

00 

00 

00 

FDS 

FDS 

4 

FDNS Chula Vista Ca 

Cl 

24 

10 

5025 02 

00 

00 

00 

FDS 

FDS 

4 

District 25 

Cl 

24 

10 

5030 00 

00 

00 

00 

FDS 

FDS 

4 

FDNS Phoenix 

Cl 

24 

10 

5030 01 

00 

00 

00 

FDS 

FDS 

4 

FDNS las Vegas Nv 

Ci 

24 

10 

5030 1 

72 

00 

00 

00 

FDS 

FDS 

4 

FDNS Tuscon A 2 

Ci 

24 

10 

5030 03 

00 

00 

00 

FDS 

FDS 

4 

FDNS Reno Nv 

Cl 

24 

10 

5030 04 

00 

00 

00 

FDS 

FDS 

4 

District 26 

Ci 

24 

10 

so: 

35 00 

00 

00 

GO 

FDS 

FDS 

4 

FDNS Honolulu 

Cl 

24 


10 

5035 01 

00 

GO 

00 

FDS 

FDS 

4 

A 

Office Of Policy And Coordination 

Cl 

2 

& 

5 

* 

01 

0000 00 

00 

00 

00 

iCS 

ICS ^ 

4 

4 

Infrastructure 

Ci 

2 

5 

02 

0000 00 

00 

00 

00 

iCS 

ICS 

4 

Quality Assurance 

Ci 

25 

03 

0000 00 

00 

00 

00 

ICS 

ICS 

4 

Content Mgmt Office 

Ci 

2 

5 

04 

0000 00 

00 

GO 

DO 

ICS 

ICS 

4 

Call Center 

Cl 

25 

10 

0000 00 

00 

00 

DO : 

ICS 

ICS 

4 

Eastern Cali Center Ny City 

Ci 

2 

5 

10 

0100 00 

00 

00 

00 

ETC 

ETC 

4 

Western Call Center Los Angeles 

Cl 

25 

10 

0200 00 

00 

00 

00 

WTC 

WTC 

4 

Customer Assistance Ofc 

Cl 

25 

20 

0000 00 

00 

GO 

GO 

ICS 

ICS 

4 


llllli 


P 



M 





jfigll 




4 

VermontService Center f '• ?;'i ' • 1 ’? • ' • ' § ■ ' 

CL 

'W : 7 

40?: 

POOP 00 : : 

100; 

m : 

00; 

esc ; c 

esc"? 


1 

Texas Service Center . 

Cl 

26 

20 

Poop 00 

00 

00 

00 ? 

SSC 

SSC 

2: 

Nebraska Service Center 

av- 


30 

0000 80 : 

00 

?00 

go 

NSC 

isc . 

4 

California: Semce Center 

er : 


40 

0008 80 : 

.00 . 


00 

WSC- 

#sc 

4 


Team 1 


Team 2 


Team 4 
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USCIS FOIA INFORMATION BULLETIN 

April 27, 2015 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have updated a portion of Section 7.5 Deceased subjects and the 100-year 

rule, of the FOIA/PA Assistants Guide as follows (new information in red): 

7.5 Deceased subjects and the 100-year rule 


If the subject of a request is deceased, it is incumbent upon the requester to provide proof 
of death. Proof of death could be any of the following: 

■ Death Certificate; 

■ Obituary; 

■ Funeral Memorial; of 


■ Photograph of headstone; or 


Screen print from the Social Security Death Index 


If the subject of a request is over 100 years old, USCIS assumes he or she is deceased and 
no proof of death is required. 

If the requester says the subject is deceased and did not provide proof of death, but the 
subject is not over 100, we will close the case as a total denial (TD). For TD procedure, 
please refer to section 16a, TD (total denial) Case Closings. 
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We have updated portions of section 5.1, Central Index System in the 
FOIA/PA Assistants Guide as follows ( d e l e t e d information in strik e through , new 
information in red): 

5.1.4 CIS Main Menu 


m 


Aik 




File ; Edit : Session ; transfer : Program : Options : Window Help 


iiilmlllp 


mm m 


.* □!*lj 

■EMM 

i 

i 



■; 


CIMHEN 

COMMAND: 


IMMIGRATION AND NATURALIZATION SERVICE 
CENTRAL INDEX SYSTEM - MAIN MENU 


10/13/05 

09:56:36 


(91) SEARCH THE DATA BASE 

(92) DISPLAY DATA 

(93) ADD TRANSACTIONS 

(94) RECORD MAINTENANCE 

(95) A-FILE TRANSFER SUBSYSTEM 


|3270 


tchboard \ | 


<-- SELECT TRANSACTION NUMBER. THEN PRESS ENTER KEY. 
CLEAR EXIT PF5 HELP 


bFdrrnd 


.esouroeQJde ... 


^ ’S:02 AH 


This screen displays a variety of ways to search for information. The transaction 
numbers that we use within FOIA are 91, 92, and 95. By typing the number 91 next to 
select transaction number and pressing enter, another search screen will appear. The 
main purpose of the “91” transaction number is to search the database for specific 
information concerning an individual. Transaction number “92” is used to display card 
information. The transaction number “95” is used mainly to see the location of the alien 
file (which we will frequently refer to as ‘ A-file’). The only “95” menu command we use 
is “9504 + FI 1 (CIS File Transfer Display)” to verify if the file is Not Found (N). 
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5.1.10 File Transf e r Locatio n Display (9504) 


$ 3CVS2- 

ti m f< 


: xSc 

•ipt; y: 

m 

Tor, :5 V*nO Gw : :-ieT> : 




382 aai5 

f OrEriSI: 


Gf! 


® f :::::::::::::: 



The 9504 screen is split into two parts. This first screen shows you which File Control Office 
(FCO) has the A-file per NFTS. To view the old 9504 screen, please push “FI 1” (CIS File 
Transfer Display). 
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5.1.10.1 Fi le T r ansfer D is play_(9504 + Fll) 


4 






:: .PMH; .fi.fMj 




CIMFTDO 

COMMA?®: 

A#: OH 


DEPARTMENT OF HOMELAND SECURITY - USCIS 
CIS - FILE TRANSFER DISPLAY (FTDO) 


04/17/15 

11:24:35 


NAME: R! 


DOB: 021 


PREVIOUS FCO 
CURRENT FCO 
REQUEST FCO 


FCO CREATING SUB -FILE: 
SUB- FILE CREATION IND: 


FILE LOCATED IND; C (FILE TRANSFER COMPLETE) 


DATE FTR: 
DATE FTI : 
DATE FTC: 

PERSON/ACTION: 


10142005 (MMDDYYYY) 

10142005 

01162007 


ACCESSION NUMBER: 0000 
INS BOX NUMBER: 

REQUEST NUMBER: 

2ND REQUEST DATE: 

3RD REQUEST DATE: 


YOU MAY REQUEST A DISPLAY OF ANOTHER A-FILE BY KEYING A DIFFERENT A-NUMBER. 

CLEAR EXIT PF3 REFRESH PF4 FTS MENU PF5 HELP PF6 CIS MAIN MENU 
PF1 1 DISPLAY NFTS FILE LOCATION INFORMATION 


#§ 4/1 


The main purpose of the 9504 screen is to check the location and movement of files. ¥eu 
will b e using this scr ee n in conjunction with NFTS in th e cas e cr e at e function. The 
following is a list of acronyms displayed on this screen. 

FTR: File Transfer Request 

FTI: File Transfer Initiated 

FTC: File Transfer Complete 
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USCIS FOIA INFORMATION BULLETIN 

April 19, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have split section 16 of the FOIA/PA Assistant’s Guide into 16a and 16b as 
follows (new information in red): 

16a. TDttotal denial) CASE CLOSINGS 

A. Create the case as Track 1 . 

B. Uncheck the Print to CD box. 

C. Change the case category to “Third Party No Consent” and save. 

D. Select the “Final Action Letter” from the Tasks tab. Select “TD” from the final 
action codes list. 

E. Paste in the body of the “TD No Agreement language” onto the FIPS TD final 
action letter, which you may find in the Case Create Template Letters folder of 
the FOIA Library or the Enterprise Collaboration, ECN Network Case Create 
Library. 

F. Review the letter to ensure the pasted content is in the correct format, save it and 
check it in. 

G. Create a Discussion: “Third Party, No Agreement.” 

H. Send to Up-front Approver. 

16b is failure to comply case closing procedure, unchanged from the old paragraph 16. 


We have added additional explanation to Section 7 of the FOIA/PA Assistant’s 
Guide as follows (new information in red): 

A Privacy Act Record is any item, collection, or grouping of information about an 
individual which the maintaining agency retrieves by the person’s name, identifying 
number, symbol, or other identifying particular assigned to that individual. 

An A-number is an "identifying number" assigned to a single individual. That makes an 
A-file a Privacy Act Record. 


3958 



A CBP incident could involve several people. A CBP Incident Report is filed by a 
number which is not an "identifying particular" for any individual. Even though the file 
most likely contains sensitive PII, a CBP Incident Report is not a Privacy Act Record. A 
USCIS contract is another example of a document that is filed by a number, but that 
number is not an identifying particular for any individual. 

If a person requests a non-Privacy Act Record, he or she must request it under the FOIA. 
The agency will review the record and release information that is not exempt, including 
sensitive information about individuals in the record. An individual involved in that 
record could provide a signed agreement which will allow the agency to release 
information about that individual to whatever requester. 

Any time a person other than the subject of a Privacy Act Record requests the record, the 
subject of record must provide the agency with a signed statement agreeing that the 
agency may release information in that file to the requester. We refer to that as 
"certification of agreement." 

A subject of record is not required to provide a certification of agreement signed by 
himself or herself giving us permission to release information to himself or herself. 

Unconsolidated petitions are not always one way or the other. An 1-360 could be 
associated with only one person, an 1-130 concerns two or more people, and an 1-140 
could be associated with 50 or more people. If a third party requests an unconsolidated 
petition, we need an agreement to release information from at least one of the people 
associated with the petition. 

In any third party request for a Privacy Act Record, we need either: 

* A certification of agreement to release information to the requester, or 

* Proof of parentage if the subject of record is a minor at the time of the request, or 
«• Proof of court-appointed guardianship, or 

« Proof of death. 

If none of those elements are present, VOI becomes irrelevant. We will close the case as 
a total denial (TD). For TD procedure, please refer to section 16a, TD (total denial) Case 
Closings. 
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USCIS FOIA INFORMATION BULLETIN 

April 12, 2013 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have amended section 27.1 1 of the Processing Guide as follows (new 
information in red d e l e t e d information in strik e through ): 

A total denial is the withholding of all agency records responsive to the FOIA/PA 
request. You must apply th e appropriat e e x e mptions to e ach pag e of r e sponsiv e r e cords 
and cit e e ach e x e mption appli e d in th e Final Action L e tt e r. W e hav e to fully proc e ss a 
total d e nial cas e b e caus e th e y ar e fr e qu e ntly app e al e d and som e tim e s go to litigation. 
Different agencies have different reasons for totally denying a FOIA request, but the only 
instance you are likely to see processing a request for A-file or receipt is a request by a 
third party without adequate agreement to release information from the subject of record. 
Once you have determined that you have a case with inadequate certification of 
agreement from the subject of record allowing USCIS to release information to the third 
party, please go by the following procedure: 

1 . Change the case category to “Third Party No Agreement.” 

2. Go to Tasks, click Final Action Letter and choose code TD-Total Denial. 

3 . Paste i n the T otal Deni al 1 etter 1 anguage . 

4. Add a discussion, “Third Party, No Agreement.” 

5. Send the case to approver. 

Do not make any redactions to the responsive record. 

We have completely re-written section 27.25 of the Processing Guide as 
follows (new information in red d e l e t e d information in strik e through ): 

27.25 FD - 258 Fing e rprint Trucking Syst e m FBI Documents 

27. 25. a FD-258 

The FD-258 Fingerprint Tracking System is owned by USCIS. The system is 
used to determine the status of pending fingerprints and control the receipt and 
processing of fingerprints submitted to the FBI in conjunction with an application 
or petition that has been filed by an alien. Two of the screens that you may see in 
A-files are the “FBI NAME CHECK RESPONSE” screen and the “FD-258 
Tracking System” screen. If an FD-258 screen contains any result, whether 
positive or negative, please partially redact the page, citing Exemption (b)(7)(E) 
or if PA a(j)(2) and (b)(7)(E). 
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You may r e l e as e all information as long as cons e nt is pr e s e nt and you hav e 
confirm e d th e id e ntity of th e p e rson. 

27.25. b FBI Systems Check Results 

Please partially redact documen ts containing the result of any FBI nam e check or 
FBI response descriptor, such as| | or 

(b)(7)(e) | ~ ~ l iting Exemption (b)(7)(E) or if PA a(j)(2) and (b)(7)(E). We are not 

withholding the fact that we conduct FBI name checks. Please release 
administrative information that does not have to do with an FBI response, such as 
a check mark beside “FBI RESULT” on a checklist, or comments such as 
FINGERPRINTS SENT TO FBI, FINGERPRINTS/BIOMETRICS 
SCHEDULED, and so forth. Next, there is no need to withhold a response that 
does not indicate any result, positive or negative, such as PENDING. Finally, 
please note that IAFIS is a fingerprint identification system belonging to FBI, and 
we withhold IAFIS under the same rules as any other FBI systems check result. 
You will often see IDENT and IAFIS listed together. If so, please withhold the 
result the same as you would withhold IAFIS by itself. 

27.25. C FBI Criminal Number 

RAP sheets and our 9101 screens show what we refer to as the “FBI Number.” 
FBI refers to these as “criminal numbers.” The FBI criminal number serves as a 
personal identifier, the same as an A-number for us. An FBI criminal number is 
nine alphanumerics and is usually identified as being associated with an 
individual (for example 153701RK0). If you are sure the FBI number relates to 
the first party requester, you may release it to the individual. FBI numbers are 
based on fingerprints, so it would be extremely rare, if not impossible, that an 
individual would have two FBI numbers. As a corollary, if you see two different 
FBI numbers, it is extremely unlikely that they relate to the same person. If the 
FBI number does not relate to your subject of record, please withhold it under 
(b)(7)(C), orifPA,j(2) and (b)(7)(C). 

27.25. d FBI File Number 

An FBI file number is not the same as a criminal number - a file number will 
contain up to 3 digits, sometimes with an alpha ( e.g., 415M) followed by a two 
letter Field office code (e.g., CG for Chicago, IP for Indianapolis) followed by the 
unique case number. So, for example, 91 A-CG-12345 is a specific bank robbery 
investigation out of Chicago and you should withhold it under (b)(7)(E), or if PA, 
j(2) and (b)(7)(E). 

27.25. e RAP Sheet or TECS III screen prints 

You may release an FBI RAP sheet pertaining to a first party requester to the 
individual. The same is true for TECS Interstate Identification Index screen 
prints, which are essentially the same thing as an FBI RAP sheet, but may contain 
law enforcement identifying information. If the subject has a common name, the 
III search frequently returns several pages of “sounds-like” matches for people 
who are not the subject of record. If the FBI RAP sheet does not relate to your 
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(b)(7)(e) 


subject of record, please withhold it under (b)(7)(C), or if PA, j(2) and (b)(7)(C). 
If there is any law enforcement identifying information on the TECS III screen 
print, please withhold it, citing Exemption (b)(7)(C) or if PA, j(2) and (b)(7)(C). 

27.25. f NCIC 

The National Crime Information Center (NCIC) is the United States' central 
database for tracking crime-related information. Since 1967, the NCIC has been 
maintained by the Federal Bureau of Investigation's Criminal Justice Information 
Services Division, and is interlinked with similar systems that each state 
maintains. The database receives information from federal law enforcement 
agencies, state and local law enforcement agencies, as well as tribal law 
enforcement agencies, railroad police, and other agencies, such as state and 
federal motor vehicle registration and licensing authorities. Since the NCIC 
collects data from so many systems, there is no general rule for releasing or 
withholding NCIC information. For example, we would release “NO 
IDENTIFIABLE RECORD IN THE NCIC INTERSTATE IDENTIFICATION 
INDEX (III) FOR (the subject of record)” because the information comes from 
III. However, please partially redact documents containing the result of NCIC 
checks, such as l I citing Exemption (b)(7)(E) or 

if PA a(j)(2) and (b)(7)(E). We are not withholding the fact that we check NCIC. 
Please release administrative information that does not have to do with NCIC 
checks, such as NCIC submitted, NCIC not available, NCIC results pending, and 
so forth. If the NCIC check does not relate to your subject of record, please add 
(b)(7)(C), or if PAJ(2) and (b)(7)(C). 


27.25. g FBI Warning 

There may be a document originating with FBI marked with the following 
warning at the bottom: 

“This document contains neither recommendations nor conclusions of the FBI. It 
is the property of the FBI and is loaned to your agency; and its contents are not 
to be distributed outside your agency.” 

Please fully withhold the document, citing Exemption (b)(7)(E), or if PA, j (2) and 
(b)(7)(E). If the document does not relate solely to the subject of record or 
contains law enforcement identifying information, please add (b)(7)(C). 

27.25. h Joint Terrorism Task Force (JTTF) 

The Joint Terrorism Task Force (JTTF) falls under the purview of the Federal 
Bureau of Investigation (FBI). Please fully withhold any documents created by 
the Joint Terrorist Task Force citing Exemption (b)(7)(E), or if PA, j(2) and 
(b)(7)(E). If the document does not relate solely to the subject of record or 
contains law enforcement identifying information, please add (b)(7)(C). 

27.25.i Questions about FBI documents 

If you are unsure of how to handle FBI records, please consult a supervisor. 
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We have amended section 27.42.g of the Processing Guide as follows (new 
information in red d e l e t e d information in strik e through ): 


27.42.g Asylum and NACARA § 203 Background Identity and Security 
Checklist is used by asylum offices. There is more than one version. On the 
example below, we have withheld EARM, IBIS and US- VISIT results because 
they are protected systems. If there is nothing written in those blocks indicating a 
result, please release them. US-VISIT has instructed us to withhold any US- 
VISIT results because those results could identify KST or watchlist individuals. 
We have withheld the CCD result because that block requires a response only 
when there is a US-VISIT hit. If both the US-VISIT and CCD blocks are blank, 
then you may release both of them. FBI has instructed us to withhold FBI name 
check and fingerprint results, citing Exemption (b)(7)(E), or if PA, Exemptions 
a(j)(2) and (b)(7)(E). If there is no writing indicating any type of response in the 
FBI fingerprint and name check blocks, please release them. W e r e l e as e th e FBI 
r e sults b e caus e w e hav e a M e morandum of Instruction from FBI t e lling us w e 
may r e l e as e FBI information about a subj e ct aft e r w e hav e confirm e d that it 
r e lat e s to th e subj e ct . We do not fully withhold this form because of our legal 
obligation under the FOIA to release non-exempt information when it is 
reasonably segregable. Note, in the example below, we cited Exemptions 
(b)(7)(C) and (b)(7)(E). Since this case is a PA, we also cited a(j)(2) to protect 
the FBI results and a(k)(2) to protect EARM, IBIS, US-VISIT and CCD. 

Note: it was also necessary to update the illustration that follows this paragraph. The 

April 12 th version of the Processing Guide has the updated illustration. 


We have amended section 28.01 f of the Processing Guide as follows ( d e l e t e d 
information in strik e through ): 

28.01 f USCIS FOIA has been given permission to make appropriate 
redactions on some documents that originated within other DHS components and 
Federal agencies. Not all docum e nts b e longing to FBI n ee d to b e r e f e rr e d . The 
paragraphs below outline the exception relating to referring documents. If you 
think you have a consultation, please talk with your supervisor. 


We have deleted sections 28.09 and 28. 13 of the Processing Guide because they 
deal with referral of FBI documents. For reference purposes, we will move the text of 
those paragraphs (in strikethrough) to the Record of Revisions. 
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We have replaced the word “consent” in both guides with “certification of 
agreement.” 
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USCIS FOIA INFORMATION BULLETIN 

April 7,2015 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added anew section, 6.3.1.2.1, Track 1 vs. Track 2 Clarification, to the 

FOIA/PA Assistants Guide as follows (new information in red): 

6.3.1.2.1 Track 1 vs. Track 2 Clarification 

We occasionally have confusion on whether a case should be placed in the Track 1 or 
Track 2 queue. Most of the confusion centers on how we apply Blocks 2 and 3 to our 
decision-making process. 

Block 2: Description of Record(s) Requested: 

Block 2 is where the requester decides whether he or she wants their complete A-file or a 
portion of his or her records. 

Consider the example below. The requester selects “Other” and specifies “Records of 
departures and arrivals into the U. S. between 2010-2013.” 

This request will amount to just a few pages. This is a Track 1 case. 
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In this next Block 2 example, “Complete Alien File” is checked. 

Is it a Track 2 case? It depends. Section 6.3.3. 1 tells us that if you find nothing other than 
screen prints (RAF ACS staffings) or a receipt file, you need to make this a Track 1 case. 
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But if “Complete Alien File” is checked and you find the A-file or more than three 
documents (Section 6.3. 3.2), check the Track 2 block, no matter what is written in the 
“Purpose” section. 
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In Block 3, we see what the requester gives consent to release. 

Block 3: Subject of Record Consent to Release Information 

You’ve already selected the track of the case in Block 2. In Block 3, you decide if you 
have consent. Additionally, you need to consider the following: 

1 . If your case is a Track 1 (decided in Block 2), the subject of record confirms 
what information they want released to the requester. 

2. If your case is a Track 2 (decided in Block 2), Block 3 is only used for 
certification of agreement if you’re releasing to a third-party. . .nothing else. 

For continuity, we’ll repeat our first Block 2 example: 
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Now in Block 3, the Subject of Record tells us specifically (gives consent) how much of 
what was requested in Block 2 gets released to the requester. 
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In Block 3, the Subject of Record checked “A portion of my records,” and specified that 
he only wants “Arrivals and Departures in 2010 and 2011” released. 

When the records are processed, we will release “Arrivals and Departures in 2010 and 
2011” only. 


We have updated section 5. Certification of Agreement and Verification of 
Identity of the Processing Guide and section 7. Certification of Agreement, Verification 
of Identity, and Description of Records of the FOIA/PA Assistants Guide as follows (new 
information in red, deleted information in strikethrough) : 

Section 7 Certification of Agreement, Verification of Identity, and Description of 
Records of the FOIA/PA Assistants Guide 

Form G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, has 
been revised (02/28/2013) (03/04/2015). As of May 26, 2013 April 13, 2015, USCIS no 
longer accepts prior versions of the G-28. 

If an applicant, petitioner, or requestor submits an application or benefit request with a 
previous version of Form G-28, we will accept only the application or request as long as 
it meets the acceptance criteria. In this situation, we will not accept the Form G-28 and 
will send all notices and secure documents only to the applicant/petitioner/requestor. 

As a FOIA/PA Assistant, this may affect your decision on certification of agreement in 
the following instances: 

• If certification of agreement is provided on no other place except Form G-28, 

• Then the attorney must use a properly executed new Form G-28 (revision of 02/28/13 
03/04/2015). 

• If the Form G-28 is an older version than the revision of 02/28/13 03/04/2015, then you 
will close the case FC, not TD. Please refer to section 16b of this guide. 

• If the new Form G-28 (revision of 02/28/13 03/04/2015) is not properly executed, then 
you will close the case TD (inadequate Certification of Agreement). Please refer to 
section 16a of this guide. 
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Section 5. Certification of Agreement and Verification of Identity of the Processing 
Guide 


Form G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, has 
been revised (02/28/2013) (03/04/2015). As of May 26, 2013 April 13, 2015, USCIS no 
longer accepts prior versions of the G-28. 

If an applicant, petitioner, or requestor submits an application or benefit request with a 
previous version of Form G-28, we will accept only the application or request as long as 
it meets the acceptance criteria. In this situation, we will not accept the Form G-28 and 
will send all notices and secure documents only to the applicant/petitioner/requestor. 

If there is adequate certification of agreement someplace else in the request, such as on 
Form G-639 or on a separate statement, any G-28 is inconsequential. 

If certification of agreement is provided on no other place except Form G-28, then the 
attorney must use a properly executed new Form G-28 (revision of 02/28/13 03/04/2015). 

• If there is no other certification of agreement except on Form G-28 and it is an older 
version than the revision of 02/28/13 03/04/2015, then you will close the case FC. Please 
refer to section 42 of this guide. 

• If there is no other certification of agreement except on a new Form G-28 (revision of 
02/28/13 03/04/2015) but it is not properly executed, then you will close the case TD 
(inadequate Certification of Agreement). Please refer to section 27. 1 1 of this guide. 
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USCIS FOIA INFORMATION BULLETIN 

April 5,2013 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added information to section 32.7 of the FOIA/PA Assistant ’s Guide as 
follows (new information in red): 

If the request was for specific documents, please remember to add the specific documents 
sentence to the new acknowledgement letter the same as in the original acknowledgement 
letter. If the specific document information sentence was done incorrectly in the original 
acknowledgment letter, please add an appropriate specific document information 
sentence to the new acknowledgment letter. That sentence gives us our legal basis for 
providing only the specific document requested. It also gives the requester an 
opportunity to clarify if the request was poorly worded or if we misunderstood. If we do 
not add the specific document information sentence to the new acknowledgment letter, 
the processor must process the entire file. 


We have added a new section 27.49 to the Processing Guide as follows (new 
information in red): 

27.49 No Last Page? 

In virtually every case, the end of the file is designated with a “Last Page” page. If you 
don’t have a last page in your case, please follow these instructions: 

1. Place a discussion in your case, saying that you are sending an email to MSB. 

2. Email NR.C, NRCFOIAMSB, copy your supervisor (if required) and explain the 
situation. 

3. Send the case to Admin. 

MSB will investigate the situation and return the case to you for processing. 
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USCIS FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

April 29, 2011 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 

DISCRETIONARY AUTHORITY CHECKLIST 


Please fully withhold the Discretionary Authority Checklist citing Exemptions (b)(5) 
(b)(7)(C) and (b)(7)(E), or (d)(5)/(b)(5) and (k)(2)/ (b)(7)(C), (b)(7)(E) if the case is PA. 
The checklist contains analysis, conclusions, or recommendations, and contains protected 
systems check results. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. A 
new paragraph, 27.45f , will be added and the form will be added to the 
processing tables. 


CBP FORM 93, UAC INITIAL PLACEMENT REFERRAL FORM 

Please partially withhold CBP Form 93, UAC Initial Placement Referral Form citing 
Exemption (b)(7)(E), or (k)(2)/ (b)(7)(E) if the case is PA. If there are law enforcement 
officers’ names and/or badge numbers, please also withhold those, citing (b)(7)(C), or 
(k)(2)/(b)(7)(C) if the case is PA. CBP’s concern is that release of the questions would 
reveal precise questioning procedures used by CBP in screening juveniles, and that 
release would pose a risk of circumvention of the law (e.g., smugglers would be able to 
prep juveniles on the questions they will be asked and prepare them on how to answer the 
questions in order to get status in the United States as a trafficked person). This form may 
contain analysis, conclusions, or recommendations, and therefore you should evaluate for 
possible (b)(5), or (d)(5)/(b)(5) if the case is PA. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. A 
new paragraph, 27.45g , will be added and the form will be added to the 
processing tables. 
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DEPARTMENT OF HOMELAND SECURiTY 

U S, Customs and Border Protection 

UNACCOMPANIED ALIEN CHILD SCREENING ADDENDUM 

Trafficking Victim Protection Act {3 U.S.C. Mtt] 
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USCIS FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

March 18, 2011 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 

CLOSING DUPLICATE CASES 


Please close all duplicate cases ER instead of DP, except in cases where an acknowledgement 
letter has been mailed. This includes system generated duplicates, duplicates created in error, and 
duplicate cases received multiple times by fax, mail, e-mail. 

Creators should use the same process in searching and creating duplicate cases except for the 
final step. Instead of creating a final action duplicate letter, they should insert a case note 
referencing the duplicate case, set the case to ER, and put the case in Upfront Approver. 

• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 


SITUATION: Appeals 


While case creating, you may open a request and see that it is marked “Appeal.” The requester 
will include the case number he or she is appealing. If this happens, you do not create the case. 
In the upper right hand of the image portion of the FIPS worksheet, there is a printer logo: 
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Select “Print.” FIPS will then print out all the pages of the request. Get those pages and take 
them to the designated appeals POC (Currently Beth Stokes). After you are sure the pages 
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printed correctly and you have control of those pages, click “Delete.” This is possibly the only 
time you ever click “Delete.” 



• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 


Special legends and Sensitive Documents 

Documents with instructional legends (e.g., “For Official Use Only,” “Adjudicative Work 
Product,” “Law Enforcement Sensitive,” “Do Not Release Outside the Agency”) are not 
automatically exempt from disclosure under the FOIA or PA. You must review these 
types of documents’ content. As a rule, any document marked “Attorney Work Product” 
is fully exempt under (b)(5) or (d)(5)/(b)(5) if PA unless the document is blank. 

If your determination is to release a specially marked page, you must line through the 
marking using the line tool: 
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Some types of application/petitions or investigative materials (1-589, 1-360, Legalization 
and SAW or investigative material) are highly sensitive. When a third party requester 
specifically requests these documents, see section on “Glomar”. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 


RECORDS LOCATOR; DON’T FORGET THE A NUMBER 

If you are staffing for a file in records locator, be sure that you fill in the A-Number field. This is 
critical. If you do not enter the A-Number into the field, the A-Number does not populate on the 
staffing sheet. Furthermore, it does not populate on the report submitted to our contractors to 
request the file. If the file does not get requested, then the FOIA request does not get completed. 




First Middle Last 



• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 
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TWO UNRELATED REQUESTS SCANNED INTO ONE FILE 


If you are case creating and you notice that two unrelated requests accidentally got scanned into 
one case, please follow these procedures: 

1 . Create one of the cases. Search to see if the other subject has an active case. 

2. If you find an active case, create a Discussion explaining that. You need take no further 
action. 

3. If there is not already an active case, print out the request, staple the paperwork for the 
second request to O/A and place it in with new requests to be scanned. 

4. Create a Discussion noting all actions taken. 

• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 


EXEMPTION MARKING PLACEMENT 


When withholding a page in full, the exemption may be completely or partially hidden (see 
“before” example below) if it is placed too close to the “PAGE WITHHELD PURSUANT TO” 
item. 


To avoid this problem, place the exemption further to the right of or below the “PAGE 
WITHHELD PURSUANT TO” item. 




I PAGE WITHHELD PURSUAfT(o|P) 

BEFORE 


>AGE WITHHELD PURSUANT TO 




AFTER 


The USCIS FOIA Processing Guide will be updated to reflect this change. 


DO I NEED TO ADD THE APPEALS PARAGRAPH? 


If you are processing and all the subject has in our records is nothing other than a Border 
Crossing card, close the case as a G1 and do not add the appeals paragraph to the Final Action 
letter. 
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The above situation is considered differently than the case of a lost file. Why? In the case of a 
lost file, we know for a fact that the A-file is missing. The subject, in this case, has the right to 
appeal. Close this case as a PD and add the appeals paragraph to the Final Action letter. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 
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SAVE YOUR WORK FREQUENTLY AND REVIEW EXEMPTIONS 


If you are processing and receive an error message, please go back and double check your work 
from the last time you saved. In most cases, any work you have done since the last save will not 
hold. This underlines the need for all of us to save our work frequently (every 50-100 pages). In 
addition, if you are having system issues while processing, compare the redactions listed on the 
left side with the pages on the image side. 

If the listed exemptions do not match the exemptions on the image, you will have to delete all 
redactions on that page and resynch the page to start redactions over. Be especially cautious of 
this when you get an error message. 

Please also create a Discussion explaining the what the error message was, what page number you 
were on, or what pages did not match, so that the approver can look more closely to make sure 
the redactions are identified and are holding. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 


PENDING CASES AS A PROCESSOR 


If you pull up a case in processing and there is an open slot for responsive records that is still 
pending, you must determine if we still need those responsive records. 

For example, you open a case that has a staffing for an alien file and a staffing for a receipt. The 
creator staffed for both. The alien file is ready, but the receipt file slot is still open. You look at 
the alien file and detennine that the receipt is consolidated into the A-file. At the time of staffing, 
it may not have been consolidated, but you can see that between the time of staffing and the time 
of scanning, it obviously was consolidated. In an instance like that, you do not need the open 
slot. Click on the icon beside the staffing response and select “Manage Document.” A screen 
will open, allowing you to cancel that request. You are ready to process the case. 

In another case, you may determine that one set of responsive records is scanned in but the other 
set is still pending. In that case, there is no need to send it to admin. Please click the PEND 
button on the screen (see screen shot below). 
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• The USCIS FOIA Processing Guide will be updated to reflect this change. 


CORRECTLY FORMATTING THE FINAL ACTION LETTER 


Often in an effort to save space, processors try to squeeze all information into one page. 
Unfortunately, the attempt to fit everything into one page prompts an error which causes the Final 
Action letter to not print. When the Final Action letter does not print, two sets of responsive 
records could be inadvertently sent to the requester, causing a PII leak . 

Bottom line: Don’t worn- about sending a three-page Final Action letter. Please move the final 
paragraph and signature to the next page. 

• The USCIS FOIA Processing Guide will be updated to reflect this change. 


UNIT CHIEF AND CONTROL NUMBERS 
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Please do not send anything to Unit Chief (U/C) unless the case has a control number. If you 
send a case to U/C without a control number, it puts the case at the bottom of the U/C queue with 
no control number and no way to move or even view it until you get to the bottom. Files that are 
not controlled can only be placed into the Research queue. 

• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 


CHANGE TO RAFACS STAFFINGS 


When opening a RAFACS staffing slot (ex. screen prints only); select the “Customize Letter” 
option, not “No Staffing Letter.” The staffing letter produced will have a barcode near the bottom 
of the page. This barcode, when scanned into FIPS with the documents, places the responsive 
record in the correct file. This is a new feature of FIPS 7. 


Staff Request To Generate Staffing Sheet 



©' No Staffing Letter 
© Customize Letter 
Mis s inq / Los t 


Lttcatfofi Address Office Contact 


Name 
Email 
CC E.mait 


| Caned | 


• The USCIS FOIA/PA Assistant 's Guide will be updated to reflect this change. 


RESEARCH; ATTACHING DOCUMENTS IN THE APP, HOS AND 
PPO QUEUES 

Access to the APP, HQS, and PPO queues is restricted. As a result, FIPS 7 will not allow you to 
attach a document from any other queue, such as NRC. 

Example: Let’s say you are in the NRC queue, look in Research and find a document that belongs 
to an APP case. How would you attach the document to the APP case? You would need to click 
Change Office, select APP, and then return to the Research queue. FIPS 7 will bring up the 
document-attach it now — then change your office back to NRC. 

• The USCIS FOIA/PA Assistant ’s Guide will be updated to reflect this change. 
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QUESTIONS, SUGGESTIONS AND COMMENTS 


Your supervisor is the first person you contact when you have a question that is not covered in a 
guide. Supervisors relay comments, questions and suggestions to the Program Office fairly 
regularly. In order to respond to questions most efficiently, the Program Office responds to e- 
mails via supervisors, especially when it is an issue that may impact more than one person. 

ACD FOIA/PA Operations and your Supervisors direct how Paralegal Specialists, FOIA/PA 
Assistants and Office Automation personnel accomplish their missions. Through ACD 
Operations, Supervisors submit a new rule or procedure to ACD FOIA Program. At the direction 
of the ACD, Program Office may immediately amend the guide, or they may seek clarification 
from Office of Chief Counsel. After consultation, Program Office will either amend the Guide or 
propose a modified rule to ACD Operations. 

You, the processor, may notice something in the Guide that is awkwardly worded, or contains a 
typographical error, or something that simply is not true. You contact your supervisor and then 
Program Office amends the guide. 

Before we amend the guide, we may first publish a FOIA Information Bulletin (the exception 
being a misspelled word, a missing punctuation mark or a grammatical error). 

Bulletins and the latest version of this Guide are always available at: 

http://dhscomiect.dhs.gov/uscis/org/ESD/NRC/Pages/FOIAOperationsDivision.aspx 

When we make additions or revisions, we create a Record of Revision at the front of the Guide 
for quick reference. 
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USCIS FOIA INFORMATION BULLETIN 

August 31, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


FIRST — The record of revisions section was getting so long that we moved it to the 
end. It’s now Appendix L of the Processing Guide. You will still be able to review 
information we deleted or revised by going to Appendix L. We hope this will cut down 
on page numbers changing every time we revise the guide. 


We have amended section 43 of the Processing Guide as follows, new 
information in red: 

If the case you are processing contains a CD, cassette, tape or any kind of media except 
Dictaphone, Gray Audograph, Steno-Disc or floppy disk, please follow the instructions 
below. 

Once a case is processed, the processor should send an e-mail to the NRC, 
NRCFOIAMSB mailbox with “Media” in the subject line. Include the control number, 
A-number, and page(s) number where the media can be located. 

Modify the final action letter by inserting the following sentence: 

“The copy of the located in your file will be sent to you under a 

separate cover”. 

In the Summary Discussion, annotate that the file contained media and that you have 
notified MSB. 

2. If the file contains a photograph of a Dictaphone, Gray Audograph, Steno-Disc or 

floppy disk recording, we cannot reproduce it and send it to the requester because we do 
not have the equipment. Please do not tell the requester we will. Do not redact the page 
with the image of the recording, and do not mention it in the Final Action Letter. 

We have amended several paragraphs in Appendix Hof the Processing 
Guide as follows, new information in red: 


I-129F, Petition for Alien Fiance(e) 
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The I-129F is completed by a petitioner on behalf of another individual/s. This form can 
be released in part to the petitioner. Redact all third party information and any exempt 
information listed in the section titled “For USCIS Use Only.” 

If the requester is the beneficiary (the fiance(e) ) or an individual (rid e r) list e d on pag e 2, 
S e ction B of th e form, and if the case is a FOIA, and if you do not have consent from the 
petitioner, you would release only information relating to the beneficiary. Please protect 
any highly personal information. If the petition has been consolidated into the 
beneficiary’s A-file, the petitioner must have consent from the beneficiary to obtain a 
copy of it. If the petition has not been consolidated, the petitioner or beneficiary may 
obtain a copy of it. For an unconsolidated petition, you should fully release to the 
petitioner, other than protected system check results or possibly deliberative process. If 
the beneficiary has not provided the petitioner’s consent, you should withhold any of the 
petitioner’s PII that has not been released elsewhere in the file. 


I-13Q^PetjtjonforAl^ 

The 1-130 is completed by the petitioner for a beneficiary. Other information that may be 
exempt from release to the petitioner or the beneficiary on this form will be located in the 
block “FOR USCIS OFFICE ONLY.” 

Th e p e tition e r n ee ds cons e nt from th e b e n e ficiary to obtain an unr e dact e d copy of th e I - 
130 and any supporting docum e nts h e or sh e submitt e d. Ev e n if th e b e n e ficiary has 
adjust e d status and is now an LPR or USC, th e p e tition e r still n ee ds cons e nt from th e 
b e n e ficiary to obtain an unr e dact e d copy of th e I 130 and any supporting docum e nts 
und e r th e FOIA. 

If the requester is the beneficiary, and if the case is a FOIA, and if you do not have 
consent from the petitioner, you would release only information relating to the 
beneficiary. Please protect any highly personal information. If the petition has been 
consolidated into the beneficiary’s A-file, the petitioner must have consent from the 
beneficiary to obtain a copy of it. If the petition has not been consolidated, the petitioner 
or beneficiary may obtain a copy of it. For an unconsolidated petition, you should fully 
release to the petitioner, other than protected system check results or possibly deliberative 
process. If the beneficiary has not provided the petitioner’s consent, you should withhold 
any of the petitioner’s PII that has not been released elsewhere in the file. 



Form 1-140 is used to petition for an immigrant visa based on employment. This form 
can be completed by a person or company/organization. If the petitioner is an 
individually owned or closely-held business, you need consent from the petitioner to 
release the petitioner’s information. Companies in general do not have personal privacy 
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protection, so if the petitioner is a company, you do not need the company’s consent and 
you may release most information about the company. You should still protect any 
information that would reveal information about the owners’ personal finances, citing 
Exemption (b)(6). If the subject who requests the file worked for the company, release 
the TIN to the subject. Otherwise, if you are processing under FOIA, you will withhold 
the employer’s TIN citing Exemption (b)(3) and § 6103 of 26 USC, but release the 
remaining information on this form to the requester. If th e r e qu e st e r is a third party 
individual, th e information (nam e and addr e ss) r e lating to th e p e tition e r, 
(company/organization) can b e r e l e as e d. If the petitioner is an individually owned or 
closely-held business, and if the case is a FOIA, and if you do not have consent from the 
petitioner, you would release only information relating to the beneficiary. Please protect 
any highly personal information. If the petition has been consolidated into the 
beneficiary’s A-file, the petitioner must have consent from the beneficiary to obtain a 
copy of it. If the petition has not been consolidated, the petitioner or beneficiary may 
obtain a copy of it. For an unconsolidated petition, you should fully release to the 
petitioner, other than protected system check results or possibly deliberative process. The 
block titled “For USCIS Use Only” could contain exempt information. 

1-589, Application for Asylum and for Withholding of Removal 

The Form 1-589 is used to apply for asylum in the United States and for withholding of 
removal. This application may include spouses and unmarried children under 21 who are 
physically present. If a copy of the Form 1-589 is in a rider’s file, please withhold third- 
party information on requests made by the petitioner or by an attorney/representative of 
the petitioner where consent is present. If the requester is a party to or rider on the 
application, release the form in part to that individual. Release only the top of each 
document and the rider’s information. Redact all other third party information from the 
1-589. For more processing instructions, please see section 27. 16 of this guide. 

The block titled “FOR USCIS USE” may contain exempt information, such as IBIS 
results, law enforcement initials and/or identifying numbers, and possibly deliberative 
commentary. 

1-730, Refugee/Asylee Relative Petition 

Form 1-730 is filed if a person has been admitted to the United States as a refugee or if 
asylee status has been granted. If the subject of record is the primary asylee, please fully 
release the 1-730, unless there are protected systems check results on the first page. If th e 
r e qu e st e r is a party to or rid e r on th e p e tition, r e l e as e th e form in part to that individual. 
R e l e as e only th e top of e ach docum e nt and th e rid e r’s information. R e dact all oth e r third 
party information from th e I 730. Processing of Form 1-730 is essentially the same as 
Form 1-589, except that you should withhold the name of any Refugee Officer, citing 
Exemption (b)(6), if the case is FOIA. The block titled “FOR USCIS USE ONLY” may 
contain exempt information, such as IBIS results, law enforcement initials and/or 
identifying numbers, and possibly deliberative commentary. 
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USCIS FOIA INFORMATION BULLETIN 


August 28, 2014 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have updated Section 6.3.1.2 of the FOIA/PA Assistant’s Guide as follows 
(new information in red): 

6.3.1.2 Track 2 - Requests for entire copy of alien file, detentions, deportations or 
removals, asylum or refugee requests, and requests from news media or special interest 
groups. 

We have changed Section 12 . 18 . 6 , No Record, of the FOIA/PA Assistant’s Guide 
as follows ( d e l e t e d information in strik e through) : 

12.18.6 No Record: 

When closing a case as a NR (No Record), ensure that you have done the required system 
searches to support your decision. If there is wording on the request that would indicate 
the subject was detained, stopped, arrested or sent back across the border and a thorough 
system search yielded no information, you should refer the request to CBP. CBP will 
possibly have a record responsive to their request. Your search should include CIS, 
CLAIMS and PCQS. Consult the sections of this manual entitled “Central Index 
System” and “Computer Linked Application Information Management System” for more 
information regarding the systems. 

When conducting “no record” research, do the queries and provid e scr ee n prints of all 
CIS and PCQS or CLAIMS searches as directed. Th e r e should b e no l e ss than two pag e s 
and may b e l e ngthi e r if subj e ct has provid e d multipl e nam e s. Pr e par e a “Scan As” sh ee t 
to b e attach e d to th e scre e n prints and take th e m to th e OA room for - scanning as CSD: 
Prepare a Final Action Letter with closing code NR. Insert a Discussion naming the 
systems you searched, and stating that you hav e s e nt th e docum e ntation to OA for 
scanning as CSD. Send to Up-front Approver. 

When conducting no record research, check the following screens in CIS (Central Index 
System): 

9103 Exact Name 

9104 AKA (Alias) Name 
9102 Sounds-Like Name 

In CIS you ar e only r e quir e d to print the 9103 scr ee n if subj e ct is not found. 
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If you do not have PCQS, perform following searches in CLAIMS. Otherwise, go to 
PCQS and search using last name with an asterisk and first name with an asterisk. Select 
<> 90 days in relation to the DOB unless this provides too many responses. If you get 
too many responses select <>30 days or exact date. If subject has two last names search 
each one with an asterisk. If no r e cords ar e found print scr ee n prints 

When conducting a search in CLAIMS (Computer Linked Application Information 
Management System) run alien’s name as the beneficiary/applicant (3) AND as petitioner 
(6). 

Wh e n conducting “no r e cord” r e s e arch, do th e qu e ry and provid e scr ee n prints of all 
s e arch e s as dir e ct e d. Print th e appropriat e CLAIMS scr ee n prints (this should b e no l e ss 
than six pages and may b e l e ngthi e r if subj e ct has provid e d multipl e nam e s or multipl e 
alias nam e s). Pr e par e a “Scan As” sh ee t to b e scann e d as cas e supporting docum e nts for 
th e cas e numb e r you hav e just cr e at e d, attach it to th e scr ee n prints and tak e thos e to th e 
QA - ^eom - f e^sea nning as CSD an4fr e par e- a - Fma l- Aetion - L e tt e r - with - e 4 osing - 6od e- NR : 
Ins e rt a Discussion outlining th e syst e ms you s e arch e d and stating that you hav e s e nt th e 
docum e ntation to OA for scanning as CSD. S e nd to Up front Approv e r. 

Genealogy is exempt from this process. 


We have updated Section 25.2.4, Status Letters of the FOIA/PA Assistant’s 
Guide as follows (new information in red, d e l e t e d information in strik e through ): 

25.2.4 Status Letters 

The public has the ability to check online the status of their FOIA request(s) with NRC at 
(www.uscis.gov). 

From www.uscis.gov, find th e link n e ar th e bottom of th e l e ft column und e r “Oth e r 
S e rvic e s” mark e d “ F -OIA-Riequest-Status-Gheck— click on the “Check your Case 
Status” icon. 

Clicking the icon mentioned above will take you to the “My Case Status” page. 

Enter the Control or Receipt number, and click “Check Status.” 

The online status check will indicate whether the request is still pending, or whether the 
case has been processed or closed within the last six months. 

If the request is still pending, the online status check will indicate the position of 
the request relative to all pending USCIS requests in the same processing track. It 
also provides the date the request was received. 
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If the request was processed or closed within the last six months the requester will be 
given the date the request was closed. The system does not discern how the request was 
closed i.e. DP, Gl, PD etc., however it does address cases closed for Failure to Comply. 

If the control number entered is not recognized, the requester will be advised the 
number entered is invalid or the case was processed more than six months ago. 

The previous method of providing a status letter did not give the requester accurate 
information. In order to better serve our customers teams should paste in the online 
FOIA R e qu e st status check every time a status is requested. 

If you need to generate a status letter due to correspondence via mail, e-mail or fax, 
please run the control number with the online FOIA R e qu e st status check. You should 
Do not provide status to the requester using the Calculate Queue Position button. 

Change the information on the letter that shows the status of the case, replacing it with 
the results from the online status check before you close and save. Use the latest Status 
Letter from the Tasks tab in FIPS. 

Note: The Status Letter will always state the track as “Track One.” If you are not 
processing a Track one case, please make sure you change the track. 

Please print the online status check and send it to be scanned in as a CSD to support the 
status letter. 

We have updated Section 8.1, Foreign Consulate of the FOIA/PA Assistant’s 
Guide as follows (new information in red, d e l e t e d information in strik e through ): 

8.1 REQUESTS: Foreign Consulate 

Imm e diat e ly forward any typ e of corr e spond e nc e , FOIA r e qu e st or inquiry rec e iv e d 
from th e consulat e of a for e ign nation to th e Dir e ctor’s Offic e for handling. USCIS 
H e adquart e rs is th e only on e authoriz e d to corr e spond with for e ign consulat e s. 

Please mak e sur e verify it is a consulate requesting the records and not the subject of the 
request putting the consulate’s address on the G-639 to mail the records to the consulate 
(for passports). 

If After you’ve verified that the request is from a consulate, please do the following: 

1 . Print out the entire request. 

2. Attach a cover sheet (“Request from Foreign Consulate”) 

3 . Take the printout to your supervisor. 

4. Add a discussion, “Request from Foreign Consulate.” 

5. Send an email to NRC, FOIAOA with the case information. 

6. Create the case and close it, ER. 

7. Send to Up-front Approver. 
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If th e r e qu e st is from a consulat e , pl e as e clos e th e cas e ER, ins e rt a Discussion and then 
s e nd th e cas e to Up front Approv e r. S e nd an e mail to NRC, FOIAOA with th e cas e 
inf e fmatien — T4i e- SHp e Fviser - will - r e vi e w - and - elos e- th e - - 6 - as e . 

A person may be using the consulate’s address, and that is not the same thing as a 
request from a foreign consulate. If the subject mailed the request and wrote the 
consulate’s address on the G-639, then you should use the subject’s address from the 
envelope and set it up as a self-request. If you are unsure about which address to use, 
please consult your supervisor. 
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USCIS FOIA INFORMATION BULLETIN 

August 26, 201 1 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


REORGANIZATION : We have reorganized PII processing instructions in the 
Processing Guide by moving them from Paragraph 25.06, which is the description of 
Exemption (b)(6), to a series of new sub-paragraphs under Paragraph 27.3 1, which is 
processing instructions for PII within files. These new sub-paragraphs are 27.3 lg 
through 27.31.0. 

Sub-paragraph 27.3 1 .j has been changed (new portion in red) 

27.3 1 .j If the subject’s name is listed on a birth certificate (i.e., the child or 

parent), release it in full. Otherwise, withhold it in full. Release documents 
relating to a minor child of the subject of a request, as long as that individual is 
still a minor at the time the case is processed. These documents may include 
school documents, medical records, etc. If the subject of record is listed 
anywhere on a Chinese or Korean family registry, please fully release it. If the 
subject of record is not listed on a Chinese or Korean family registry, please fully 
withhold it, if the case is FOIA, citing Exemption (b)(6). You may see two family 
registries if both the petitioner and beneficiary come from China or Korea. The 
Chinese or Korean version usually follows the English translation. The family 
registries are written in a logical fashion, and you may normally tell which 
registry you are looking at by the dates of birth which are listed beside the names. 
If in doubt, please consult your supervisor. 


REORGANIZATION : Because of a new sub-paragraph concerning referral of “IFS 
Search Results” screen prints to ICE, we have reorganized Paragraph 28.14 of the 
Processing Guide to include all documents we refer to ICE. 28.14 now has three sub- 
paragraphs, and Paragraph 28. 15 has been changed to “not used.” 

New Sub-Paragraph 28.14c reads as follows: 

28. 1 4.c IFS Search Results 

We refer any IFS Search Result screen print to ICE. 
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Paragraph 27.27.b of the Processing Guide has been modified as follows (new portion in 
red): 


27 .27 .b Redact all initials, signatures, user ID’s, telephone numbers, fax 
numbers and extensions of law enforcement personnel and personnel performing 
a law enforcement function citing Exemption (b)(7)(C) in a FOIA and (k)(2) and 
(b)(7)(C) in a PA. If the telephone number shown is not a law enforcement 
person’s direct line number, release it. If a signature protrudes into the narrative, 
protect only that portion of the signature which does not go up into the narrative. 
The principle is that we should not withhold possibly important information 
because of a signature. If the text is insubstantial or inconsequential, such as a 
form number or a paragraph that does not bear on the subject’s situation, then 
redact the whole signature. 


We have added a new Appendix K to the Processing Guide and a new Appendix I to the 
FOIA/PA Assistant’s Guide, Alien Number Assignments. This is the Alien Number 
assignment chart from the USCIS Records Operations Handbook. 

Paragraph 28.06 U.S. Department of State documents of the Processing Guide has 
been modified as follows ( d e l e t e d information in strik e through, new portion in red): 

• Refer asylum related documents, such as interagency communications, advisory 
opinions and deliberative material, including the any documents entitled “Country 
Conditions.” and --€ eiuffl en t - s -e n^V&y l it i Wvppl i e - ati e n s— 

We have deleted the following paragraph entirely: 

• There may be documents similar to Country Conditions and Comments on 
Asylum Applications we would not refer. For example, Profiles of Asylum 
Claims and Country Conditions are available on the U.S. Department of State 
website and we do not generally refer them. 

We have modified paragraph 28.06.b as follows (d e l e t e d information in strik e through ): 

28.06.b We refer advisory opinions, as well as other documents originating with 
State which are related to asylum claims, and Country Conditions, and Comm e nts on 
Asylum Applications as well as any document that refers to the subject by name. 

We have deleted the following paragraph entirely: 

Note: there may be other documents with titles like Profile of Asylum Claims and 
Country Conditions . These documents are available on the U.S. Department of State 
website and we do not generally refer them. We refer State Department documents 
that provide recommendations to asylum officers, but not documents that provide 
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only a profile of asylum claims. Generally speaking, if the document title is not 
exactly “ Country Conditions and Comments on Asylum Applications, ” we will 
probably release it in full. If in doubt, please consult your supervisor. 


We have added a new paragraph to the FOIA/PA Assistant’s Guide: 

8.23 SITUATION; Requests from Prospective Adoptive Parents 

In the recent past, Vietnam, Cambodia, Guatemala, Nepal, Ethiopia and other countries 
have had problems concerning adoptions. Birth Certificates have been forged and babies 
have been taken without consent of the biological parent. In Vietnam, “baby brokers” 
scour villages looking for unwed, impoverished mothers. They purchase the babies for 
about $50 and sell them to commercial adoption services. In Guatemala and elsewhere, 
people steal babies and sell them to middlemen. Prospective adoptive parents from 
Spain, Italy and the United States are typically willing to pay as much as $25,000 to 
adopt a child. (This information comes from kidsofkathmandu.org). 

Normally if we cannot verify consent or prove parentage in a case, we send out for more 
information. Please do not send out for additional information in p ending (not finalized) 
adoption cases for the following reasons: 

1 . The Prospective Adoptive Parents (PAP) have the right to all information they 
submitted for the adoption. It is likely that the adoption never happened. If that is 
the case, they have no proof of parentage or guardianship. 

2. The child is usually too young to give consent. 

3. Congress has substantial interest in this matter. 

If you decide you need proof of parentage after a full search, please send your case to 
Admin for supervisor review. 
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USCIS FOIA INFORMATION BULLETIN 

August 24, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have amended Appendix H of the FOIA/PA Processing Guide as follows, 
d e l e t e d information in strik e through , re-written section in red: 


Departure Record 1-94 


Law e nforc e m e nt 
nam e s, badg e 
numb e rs 


(b)(7)(C)R elease 


( k)(2)and 

(b)(7)(C)R elease 


W e have amended Paragraph 6 . 1 . 1.14 of the FOIA/PA Assistants Guide as 
follows, d e l e t e d information in strik e through , re-written section in red: 

6.1.1.14 If the requester does not provide a valid address use: 123 Main 

Street, Washington, DC 12345. S e nd an e mail to your sup e rvisor and assign th e cas e to 
Unit Chi e f without any staffing or acknowl e dg e m e nt l e tt e r. Close the case as FC, blank 
out FC letter, then send the case to up front approver. Be sure to add a Discussion note to 
the case titled “Missing address,” explaining the illegible mailing address. 


We have amended Paragraph 28. 06 (U.S. Department of State documents) of the 
FOIA/PA Processing Guide by adding an additional bullet as follows: 

• Refer all documents belonging to the United States Information Agency (USIA). 
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USCIS FOIA INFORMATION BULLETIN 

August 17, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have added a new paragraph 40.0 l.g of the FOIA/PA Processing Guide, as 
follows: 

40.01 .g If you do not refer any pages, please delete the following 

sentence from your final action letter: 

Additionally, we have referred [# of pages] in [its/their] entirety to [government 
agencies name] for their direct response to you. 1 

If you do refer pages, you will have to modify the sentence to reflect the agency 
and number of pages, for example: 

Additionally, we have referred 3 pages in their entirety to US-Visit and 1 page in 
its entirety to the Department of State for their direct response to you. 

In that paragraph, please do not mention Immigration and Customs Enforcement, 
or how many pages you are referring to them. Your final action letter will contain 
the following paragraph: 

‘During our review, USCIS located potentially responsive documents that may 
have originated from U.S. Immigration and Customs Enforcement (ICE). USCIS 
has sent the document(s) and a copy of your FOIA request to the ICE FOIA 
Office for consideration and direct response to you. Should you wish to contact 
ICE concerning the status of the processing of the document(s), please contact the 
ICE FOIA Office via phone at (866) 633-1182 or via e-mail at ICE- 
FOIA@dhs.goy. The ICE FOIA Office mailing address is 500 12 th Street, S.W., 
MS 5009, Washington, D.C. 20536-5009. 

If you are referring no pages to ICE, please delete that paragraph. If you referred 
any pages, please leave the paragraph exactly the way it is. 
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We have amended Section 28. Ol.b of the FOIA/PA Processing Guide as follows, 
d e l e t e d information in strik e through , re-written section in red: 


28.01 .b Release the names of all referred agencies except when the referred 
documents come from the agencies listed below, involv e int e llig e nc e r e cords, 
such as CIA r e cords . Generally speaking, you will almost always release the 
name of the agency. 



USCIS FOIA INFORMATION BULLETIN 

August 7, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have updated section 27.08 Misfiled Documents of the FOIA/PA Processing 
Guide as follows (new information in red): 

Section 27.08 Misfiled Documents 


Complete processing of case and send for approval. In the Summary Discussion, annotate 
the pages of the misfiled documents and that you have notified FST. If both files are not 
at NRC, omit sending an e-mail to FST, but still include the pages of the misfiled 
documents and the reason you did not notify FST in the Summary Discussion. 

We have updated portions of section 45, Discussions, of the FOIA/PA Processing 
Guide as follows ( d e l e t e d information in strik e through , new information in red): 

45.01.d Moved to 45.02.a.l To h e lp pr e v e nt accid e ntal r e l e as e of third party PIT 

pl e as e cr e at e a Discussion citing the page number wh e r e you matched e ach it e m b e low 
from th e r e qu e st to v e rify that it is th e corr e ct fil e . If th e r e ar e two s e ts of r e sponsiv e 
r e cords, your discussion should show how you positiv e ly id e ntifi e d th e subj e ct of r e cord 
by page number joy meb set of responsive records. 

1 . Signatur e 

2. Par e nts nam e s (if availabl e ) 

3. Country and dat e of birth (if availabl e ) 

4. Any alias nam e s you find 

5. Anything e ls e you us e d to positiv e ly ID th e fil e as b e longing to th e subj e ct 

You may includ e this as part of your Summary Discussion, or you may cr e ate a s e parat e 
Discussion. 


45.02 The Summary Discussion 

45.02.a Summary Discussions should include, if applicable, the information 
shown below as well as anything that is unique to the case. 


3994 



• The type of case (FOIA or PA). If the case is a PA, please include page 
number for proof of PA. If the subject has lost PA status, please include the 
page number. 

• The total number of pages of responsive records (print total) 

• The number of pages released in full 

• The number of pages withheld in full 

• The number of pages partially released 

• What exemptions have been applied in withholding information 

• The number of documents referred to another agency 

• The number of duplicate pages marked 

• The number of pages that were out of scoped (other than the last page). 

45.02.a. 1 To help prevent accidental release of third party PII, please cr e at e a 
Discussion citing cite the page numbers in your discussion where you matched each item 
below from the request to verify that it is the correct file. If there are two sets of 
responsive records, your discussion should show how you positively identified the 
subject of record by page number for each set of responsive records : 

1 . Signature 

2. Parents names (if available) 

3. Country and date of birth (if available) 

4. Any alias names you find 

5. Anything else you used to positively ID the file as belonging to the subject 

You may includ e this as part of your Summary Discussion, or you may cr e at e a s e parat e 
Discussion. The goal is to have one case summary that includes verification info and all 
other pertinent info regarding the processing of the case. 


We have updated section 8. 1 5 Congressional Correspondence of the FOIA/PA 
Assistants Guide as follows (new information in red, deleted information in 
strikethrough) : 

Section 8.15 Congressional Correspondence 

Reference section 28 CONGRESSIONAL REQUESTS AND APPEALS. 

When the unit receives correspondence from a member of Congress, we may need to create 
the case as a track two case, mark the category as Congressional, request the requested 
documents and send an e-mail to NRC, NRCFOIAMSB congressionalnrc@uscis.dhs.gov 
advising them of the control number, congressional contact information and name of the 
subject of the request. Do not use the Congressional office address as the address for the 
FOIA request. If an address for the subject is not in the request, please contact a member of 
the FST for more guidance. 
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USCIS FOIA INFORMATION BULLETIN 

August 3, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance and 
Customer Service Group as a communication tool regarding current information of use and 
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about bulletin 
topics. 

Quick summary of changes with Form G-639 (dated 3-31-2015) 

1 . The Certification of Agreement (COA, or consent) and Verification of Identity (VOI) 
sections are merged into one. Only one signature is needed (notarized or under Penalty of 
Peijury) on this new form. 

2. Do not close any cases as Total Denials (TD) based on the 3-31-2015 version of the G- 
639. Failure to Comply (FC) still applies. 

3. The block to check “Complete Alien File” or “Other” no longer exists. 

4. The block to check “All of my records” or “A portion of my records,” no longer exists. 


We have added section 5.02, Verification of Identity (G-639 dated 3-31-2015), of the 
Processing Guide as follows (new information in red): 


5.02 Verification of Identity (G-639 dated 3-31-2015) 

Note: On this version of the Form G-639, Certification of Agreement (consent) and Verification 
of Identity are combined. You still need a name, current address, date of birth and place of birth. 
However, you only need one signature, either notarized or signed under Penalty of Peijury. 

Do not close any cases as Total Denials (TD) based on the 3-3 1-2015 version of the G-639. 
Failure to Comply (FC) still applies. 

If a requestor is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 
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6 CFR § 5.21(d) Verification of Identity, says the requestor must provide us: 
“ Full Name 

* Current address 

* Date of Birth 

* Place of Birth 


Providing the Alien Registration Number may not substitute for any of the four items of 
information required by 6 CFR § 5.21(d). 

Next, it says the subject of record must sign the request and his or her signature must either be 
notarized or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 


8,a, [_] Notarized Affidavit of Identity (Do NOT sign and 

date below until the notary public provides 
instructions to you.) 

By my signa ture, I consent to US C IS releasing the 
requested records to the requestor (if applicable) 
named in Part 2. I also consent to pay all costs 
incurred for search, duplication, and review of 
documents up to $25 (if tiling this request for myself). 


Signature o: 

f Subject of Record 

Date of Sign 

.a tore (mm/dd/yyyy) 

Subscribed and sworn i 

io before me on this 

day of 

in the year 

Daytime Telephone Number 

Signal 

My Commission Expin 

Hire of Notary 
es on 
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S.b* | Declaration Under Penalty of Perjury 

By .my signature, I consent to US CIS releasing the 
requested records to the requestor (if applicable) 
named in Part 2. I also consent to pay all costs 
mcmrecl for search, duplication, and review of 
documents up to $25 (if filing this request for myself). 

I certify, swear, or affirm, under penalty of perjmy 
under the laws of the United States of America, that 
the information in this request is complete, true, and 
correct. 


Signature of Subject of Record 


Date of Signature (omi/dd/yyyy) 


The notarized signature of the subject or the signature under penalty of perjury does not need to 
be on the G-639. If a requestor has inserted the penalty of perjury statement on ANY 
document, and the subject of the fde has signed the document, it fulfills the requirement to 
verify identity. 

The notarized signature or signature under penalty of perjury might be on a: 

* Separate letter, or any piece of paper including a G-28, but then only if the penalty of 
peijury statement is directly above the signature of the subject of record. 

* G-639, when the subject has signed part 4, either notarized or under penalty of perjury. 

* DOJ-36 1 , Certificate of Identity: we may not suggest or require that a requestor use a 
DOJ-361, but we can accept one as certification of agreement with a signature under 
penalty of perjury. 

A current photo ID is for information purposes only and is not verification of identity. 

“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
statement made under penalty of peijury by the requesting attorney or representative “that the 
information I have provided on this form is true and correct.” The statement must come from the 
subject of the record. A statement made under penalty of peijury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 
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Wherever, under any law of the United States or under any rule, regulation, order, or requirement 
made pursuant to law, any matter is required or permitted to be supported, evidenced, 
established, or proved by the sworn declaration, verification, certificate, statement, oath, or 
affidavit, in writing of the person making the same (other than a deposition, or an oath of office, 
or an oath required to be taken before a specified official other than a notary public), such matter 
may, with like force and effect, be supported, evidenced, established, or proved by the unsworn 
declaration, certificate, verification, or statement, in writing of such person which is subscribed 
by him, as true under penalty of perjury, and dated, in substantially the following form: 

(1) If executed without the United States: “I declare (or certify, verify, or state) under penalty of 
peijury under the laws of the United States of America that the foregoing is true and correct. 
Executed on (date). (Signature)”. 

(2) If executed within the United States, its territories, possessions, or commonwealths: “I declare 
(or certify, verify, or state) under penalty of perjury that the foregoing is true and correct. 
Executed on (date). (Signature)”. 


We have added section 7, certification of agreement, verification of 

IDENTITY, AND DESCRIPTION OF RECORDS (G-639, dated 3-31-2015) of the FOIA/PA 
Assistants Guide as follows (new information in red): 

7 CERTIFICATION OF AGREEMENT, VERIFICATION OF 
IDENTITY, AND DESCRIPTION OF RECORDS (G-639, dated 3- 
31-2015) 

Note: On this version of the Form G-639, Certification of Agreement (consent) and Verification 
of Identity are combined. For Verification of Identity you still need a name, current address, date 
of birth, place of birth, and a signature. 

However, you only need one signature, either notarized or signed under Penalty of Peijury. If the 
any of the above items are missing, close the case as a failure to comply. 

Do not close any cases as Total Denials based solely on the Form G-639 (3-31-15). 
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A Privacy Act Record is any item, collection, or grouping of information about an individual 
which the maintaining agency retrieves by the person’s name, identifying number, symbol, or 
other identifying particular assigned to that individual. 

An A-number is an "identifying number" assigned to a single individual. That makes an A-file a 
Privacy Act Record. 

A CBP incident could involve several people. A CBP Incident Report is filed by a number 
which is not an "identifying particular" for any individual. Even though the file most likely 
contains sensitive PII, a CBP Incident Report is not a Privacy Act Record. A USCIS contract is 
another example of a document that is filed by a number, but that number is not an identifying 
particular for any individual. 

If a person requests a non-Privacy Act Record, he or she must request it under the FOIA. The 
agency will review the record and withhold information that is exempt, including sensitive 
information about individuals in the record. An individual involved in that record could provide 
a signed agreement which will allow the agency to release information about that individual to 
whatever Requestor. 

Any time a person other than the subject of a Privacy Act Record requests the record, the subject 
of record must provide the agency with a signed statement agreeing that the agency may release 
information in that file to the Requestor. 

Unconsolidated petitions are not always one way or the other. An 1-360 could be associated with 
only one person and an 1-130 is associated with two or more people. If a third party requests an 
unconsolidated petition, we need an agreement to release information from at least one of the 
people associated with the petition. 

If a person is not requesting a Privacy Act Record, then there is no requirement to establish 
Verification of Identity by mail, fax or e-mail, and do not require a signature. Requestors must 
provide name, mailing address and adequate description of the records they are seeking. By 
submitting the request, the person is agreeing to pay fees up to $25.00, unless they specify more. 

Additionally, if a Requestor establishes that the subject of record is deceased, or if the subject of 
record is more than 1 00 years old, then the Requestor is not required to establish his or her own 
Verification of Identity. The same requirements apply to a request for the file of a deceased 
person as apply to a request for a Non-Privacy Act Record. 

In any third party request for a Privacy Act Record, we need either: 

* Verification of Identity to release information to the Requestor, or 

* Proof of parentage if the subject of record is a minor at the time of the request, or 

* Proof of court-appointed guardianship, or 

* Proof of death. 
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We have added section 7.2, Verification of Identity (VOI) (G-639, dated 3-31-2015) of the 
FOIA/PA Assistants Guide as follows (new information in red): 

7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) 

If a requestor is asking for a Privacy Act record, he or she must provide verification of identity. 

A Privacy Act record, for USCIS purposes, is any item, collection, or grouping of information 
about a person which we retrieve by the person’s name, identifying number, symbol, or other 
identifying particular assigned to that person. This information includes, but is not limited to, a 
person’s nationality, immigration status, education, financial, medical, criminal, or employment 
history. 

By 6 CFR § 5.21(d), we must have five items - name, current address, place of birth, date of 
birth and signature. The signature must be notarized or signed under penalty of perjury. If the 
requestor does not provide all five items, we will close the case as FC and insert the unperfected 
request language in the FC letter. We are required to conduct a thorough search as long as we 
have the required information. 

If we have verification of identity, but are unable to confirm a match because of multiple matches 
or a possible match, we may need more information to verify that we have the right file (i.e. 
parents names, alias names, alien number/receipt number). If we ask them for additional 
information, the information they send back to us does not have to be signed under penalty of 
peijury or notarized. Do not request any information that has been marked as unknown or 
otherwise indicated that they do not know it. The requestor may indicate that he or she does not 
know date of birth or place of birth, and we will still conduct a search. If the requestor declines 
to provide us with date of birth or place of birth, we will close the case FC. Please refer to 
section 16b, FC (failure to comply) CASE CLOSINGS of this guide. 

In addition, on February 17, 2011, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. We will continue to accept these as 
long as they are notarized or signed under penalty of perjury or include a sworn Jurat/ Affidavit. 

6 CFR § 5.21(d) Verification of Identity, says the requestor must provide us: 


A. Full Name 

B. Current address 

C. Date of Birth 

D. Place of Birth 

E. Signature under penalty of peijury or signature notarized 
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When you review the case and determine the requestor did not provide all five required pieces of 
information, you will close the case as a failure to comply (FC). Please refer to Section 16b: FC 
Case closings. Some examples of failure to comply (FC) are listed below. 

A. A requestor who provides full name, current address and alien number only has not 
provided sufficient verification of identity. The date and place of birth are missing. If 
any of the five required items is missing, close as a failure to comply (FC). 

B. G-639 Self Requests when the subject has not signed under Penalty of Perjury or 
Verification of Identity. Close as a failure to comply. 

C. If the requestor is asking for records concerning a living individual and it has not been 
signed under penalty of perjury nor notarized, close as a failure to comply. 


8.a. f]] Notarized Affidavit of Identity (Do NOT sign and 

date below until the notary public provides 
instructions to you,) 

By my signature, I consent to USCIS releasing the 
requested records to the requestor (if applicable) 
named in Part 2. I also consent to pay all costs 
incurred for search, triplication, and review of 
documents up to $25 (if filing this request for myself) 


Signature of Subject of Record 

Date of Signature (mai/ddbyyyy) 

Subscribed and sworn to before me on this 
day of in the year _ 

Daytime Telephone Number 

Si gns tare of Notary 

My Commission Expires on 



S.b* | Declaration Under Penalty of Perjury 

By .my signature, I consent to US CIS releasing the 
requested records to the requestor (if applicable) 
named in Part 2. I also consent to pay all costs 
mcmrecl for search, duplication, and review of 
documents up to $25 (if filing this request for myself). 

I certify, swear, or affirm, under penalty of perjmy 
under the laws of the United States of America, that 
the information in this request is complete, true, and 
correct. 


Signature of Subject of Record 


Date of Signature (omi/dd/yyyy) 


Closing as Failure to Comply (FC) for inadequate Verification of Identity: Please refer to 
section 16 of this guide. 

More information about VOI: The signature of the subject of record must either be notarized 
or submitted under 28 U.S.C. 1746 (penalty of perjury in lieu of notarized signature). 

A. The notarized signature of the subject or the signature under penalty of perjury does not 
need to be on the G-639. 

B. If a requestor has inserted the penalty of perjury statement on ANY document, and the 
subject of record has signed the document, it fulfills the requirement to verify identity. 

C. The subject of record may have signed a separate letter, or any piece of paper including a 
G-28, but then only if the penalty of perjury statement is directly above the signature of 
the subject of record. 

D. DOJ-361, Certificate of Identity: we may not suggest or require that a requestor use a 
DOJ-361, but we can accept one as verification of identity with a signature under penalty 
of perjury or a notarized signature. 

E. For verification of identity, we will accept a statement containing the subject's name, 
current address, date of birth, and place of birth that is signed under penalty of perjury or 
notarized, or a sworn Jurat/ Affidavit. 

A current photo ID, if not notarized or accompanied by a declaration under penalty of perjury 
specifically attesting to the information on the photo ID, is for information purposes only and is 
not verification of identity. 
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“Verification of Identity” for purposes of FOIA/PA does not include a Form G-28 with a 
stateme nt made u nderpenalty ofper}ury b\ithe reiiuesting attorney or representative “that the 
information I have provided on this form is true and correct ” The statement must come from the 
subject of the record. A statement made under penalty of perjury must conform to the 
requirements of 28 U.S.C. § 1746: Unsworn declarations under penalty of perjury, which 
reads as follows: 

Wherever, under any law of the United State s or under any rule, regulation, order, or 
requirement made pursuant to law, any matter is required or permitted to be supported, 
evidenced, established, or proved by the sworn declaration, verification, certificate, statement, 
oath, or affidavit, in writing of the person making the same (other than a deposition, or an oath of 
office, or an oath required to be taken before a specified official other than a notary public), such 
matter may, with like force and effect, be supported, evidenced, established, or proved by the 
unsworn declaration, certificate, verification, or statement, in writing of such person which is 
subscribed by him, as true under penalty of peijury, and dated, in substantially the following 
form: 

(1) If executed without the United States: “I declare (or certify, verify, or state) under penalty of 
peijury under the laws of the United States of America that the foregoing is true and correct. 
Executed on (date). (Signature)”. 

(2) If executed within the United States, its territories, possessions, or commonwealths: “I declare 
(or certify, verify, or state) under penalty of perjury that the foregoing is true and correct. 
Executed on (date). (Signature)”. 


We have added section 6.3.1. 1.2.1, Track 1 vs. Track 2 Clarification (G-639, 3-31-2015), of 
the FOIA/PA Assistants Guide as follows (new information in red): 


6.3.1. 1.2.1. Track 1 vs. Track 2 Clarification (G-639 dated 3/31/2015) 

We occasionally have confusion on whether a case should be placed in the Track 1 or 
Track 2 queue. Most of the confusion centers on how we apply Part 3 to our decision- 
making process. 

In the latest version of the Form G-639, there is no “Subject of Record Consent to 
Release Information.” You only have Part 3, Description of Record(s) Requested to 
decide what to release to the requestor. 

Part 3: Description of Record(s) Requested: 

Part 3 is where the requestor decides whether he or she wants their complete A-file or a 
portion of his or her records. 
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Consider the example below. The requestor writes in “I would like to have a copy of my 
1 - 130 . 


This request will amount to just a few pages. This is a Track 1 case. 
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In this next Part 3 example, the requestor wants all of his or her records. 
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Is it a Track 2 case? It depends. Section 6.3.3. 1 tells us that if you find nothing other than 
screen prints (RAF ACS staffings) or a receipt file, you need to make this a Track 1 case. 

However, if the person asks for all records and you find the A-file or more than three 
documents (Section 6.3. 3. 2), you are going to make this a Track 2 case. 


We have updated section 16b„ FC (failure to comply) CASE CLOSINGS, of the FOIA/PA 
Assistants Guide as follows (new information in red): 

16b. FC (failure to comply! CASE CLOSINGS 

A. Create the case if you have not done so already. 
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B. Select the “Final Action Letter” from the Tasks tab. Select “FC” from the final action 
codes list. 

C. Paste in the body of the appropriate “Unperfected Request Letter” onto the FIPS FC final 
action letter, which you may find in the Case Create Template Letters folder of the FOIA 
Library or the Enterprise Collaboration, ECN Network Case Create Library. 

D. Select the “Unperfected Letter for Older G-639 version” for all requests submitted on a 
G-639 date prior to the revision dated 01/29/12 or 

E. Select the “Unperfected Letter” for all new requests and requests submitted on the newly 
revised G-639 revision date 01/29/2012 or 

F. Select the Unperfected Letter for G-639 dated 3/3 1/2015. 

G. Review the letter to ensure the pasted content is in the correct format 

H. Create a Discussion to the Up-front Approver with your findings and reasons for closing 
as a FC case. 

Replace the contents of the letter using 

( o»l a\E 0 1 A_!. - ! I i.K A R.Y \( fa sc_(f rcat c_R efcrcn c c s\(f a sc_C re a t e_R etc rc n s_l . in pc rf' cct ccl 

Letter_for_G-639_dated_3_-_31_-_1.5 

Or 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create References Unperfected 

Letter 

Or 

O:\Foia\FOIA LIBRARY\Case Create References\Case Create References Unperfected 
Letter for Older G 639 version if an older version of the G-639 was submitted. 

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e-mail to 
NRC, FOIASafe with the case number, A-number and name of subject of record. The classified 
document control point of contact maintains the files in the FOIA Safe until the case is 
closed. Once she is notified the file is no longer needed, she will return the file to the original 
FCO. 
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USCIS FOIA INFORMATION BULLETIN 

August 3, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have amended section 28. 14. g of the Processing Guide as follows, eld 
paragraph in strik e through , new paragraph in red: 

28.1 4 .g D e tain ee Classification Syst e m — Primary Ass e ssm e nt Form R e f e r th e D e tain ee 
Classification Syst e m — Primary Ass e ssm e nt Form to ICE. Do not hid e th e nam e of th e 
ag e ncy. 

28.14.g Detainee Classifi c ation System Assessment Forms If prepared by ICE, refer 
Detainee Classification System forms to ICE. Do not hide the name of the agency. 


We have amended Appendix C - Processing Tables of the Processing Guide as 
follows, d e l e t e d informatin in strik e through , change in red: 

Detainee Classification System Primary Assessment Forms 

We have amended Section 8.7 of th qFOIA/PA Assistant’s Guide as follows, 
d e l e ted informatin in strik e through , re-written section in red: 

As oth e r ag e nci e s proc e ss FOIA/PA r e qu e sts, th e y will som e tim e s find our ag e ncy’s 
docum e nts within th e ir fil e s. Th e s e docum e nts will b e r e f e rr e d to us for proc e ssing. Th e 
r e sponsiv e r e cords could b e USCIS docum e nts b e ing r e f e rr e d to us for r e vi e w or joint 
docum e nts i. e ., co - author e d by th e r e f e rring ag e ncy and oth e r ag e nci e s. 

A. A transmittal m e morandum advising us to r e spond dir e ctly to th e r e f e rring ag e ncy 
is a consultation. 

B. A transmittal m e morandum advising us to r e ply dir e ctly to th e r e qu e st e r is a 
r e f e rral. 


Cr e at e a Discussion and s e nd th e cas e to proc e ssor. S e nd an e mail to NRC, 
NRCFOIAMSB advising th e m that you hav e cr e at e d th e cas e and that it is a 
r e f e rral/consultation from anoth e r ag e ncy. Includ e th e subj e ct’s nam e and th e NRC 
control numb e r. 
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Other government agencies’ and DHS components’ FOIA/PA offices will make the 
determination to refer a FOIA request to the USCIS FOIA office at the NRC for a direct response 
to the requester. The referral can be complete or partial. 

8.7.1 Complete Referrals 

A complete referral comes from another government agency or DHS component in which 
either the entirety or a segregable portion of the request falls under the purview of 
USCIS. If the referral is a request for an A-File or A-File material (petition, application, 
etc.) create the case as if the request came directly to the NRC. If the referral is a request 
fqr any thing else please. see section . 6, 3, 4.4 

8.7.2 Partial Referrals 

As other agencies process FOIA/PA requests, they will sometimes find USCIS 
documents within their files. These documents will be referred to us for processing. The 
majority of partial referrals come from the Office of Personnel Management (OPM), 
Department of State, and the Federal Bureau of Investigation (FBI). S IG pr o c e s se s all 
partial referral s. F ollow the procedures i n s e ction 6. 3. 4. 4. 2 for partial referrals. 

A consultation is when another government agency or DHS component has found USCIS equities 
within their documents and then forwards those documents to the USCIS FOIA office to make 
any recommended withholdings or disclosures. The USCIS FOIA office processes only that 
specific portion of the document that contains USCIS equities and upon completion returns it 
back to the original agency/component. SIG processe s a l l co n s u l t a tions . Fo llo w th e p r o ced ures in 
section 6 . 3,4,4 . 2 for consultatipns. 


We have deleted the following sections from th e FOIA/PA Assistant’s Guide: 

6.3.4.3 Personnel Th e r e qu e st e r is s ee king information r e lating to USCIS p e rsonn e l 
matt e rs, including information r e lat e d to job vacanci e s. Th e s e ar e Sp e cial Int e r e st Group 
cas e s but cr e at e d in th e P e rsonn e l cat e gory. 


8.8 REQUESTS: USCIS Personnel Information 

R e qn es t - s - that-d e a l-s p e cific - al j y - with - IjSGI - S - vaeaney - annotme e m e nt - S T ^ e rformane e- ra t ings 
and awards ar e scann e d and handl e d in th e HQS qu e u e by th e Sp e cial Int e r e st Group. 

A. If a r e qu e st for CIS P e rsonn e l Information mistak e nly is scann e d in th e NRC 
qu e u e , cr e at e th e cas e . Cr e at e th e cas e as a Track 2 cas e . Us e PER for th e 
cat e gory and CIS for th e bur e au, in th e “Topic” fi e ld, e nt e r th e vacancy 
announc e m e nt numb e r. 

B. Cr e at e a Discussion on your findings. 

C. S e nd an e mail to NRC, FOIASIG with th e cas e information and NRC control 
numb e r. 

D. Do not s e nd th e acknowl e dg e m e nt l e tt e r or staff for th e fil e . 
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8.9 REQUESTS: Official Personnel File 

You may op e n a FOIA r e qu e st r e c e iv e d from an individual for a copy of his or h e r 
Official P e rsonn e l Fil e (OPF). Inform such r e qu e st e rs in th e final action l e tt e r that th e y 
may acc e ss th e ir OPFs on lin e at: 

http://cbpn e t.cbp.dhs.gov/xp/cbpn e t/hrm/for_ e mploy ee s/info_about_you/ e op_fold e r/ e opf 

Jogon.xml 

You will b e closing th e cas e as NA (FOIA or PA not applicabl e ). Pl e as e r e f e r to 
s e ction 1 4 of this guid e . 


8.13 REQUESTS: Privacy Act Amendment (A request to 
correct/amend records etc.) 

A p e rson who is a Unit e d Stat e s Citiz e n or a Lawful P e rman e nt R e sid e nt may r e qu e st 
that w e am e nd, e xpung e , or corr e ct information in his/h e r PA r e cord that th e individual 
b e li e v e s is not accurat e , r e l e vant, tim e ly or compl e t e . Som e tim e s a sup e rvisor will plac e 
a cov e rsh ee t on th e r e qu e st stating “Privacy Act Am e ndm e nt.” 

If you ar e cr e ating a Privacy Act Am e ndm e nt r e qu e st, pl e as e do th e following: 

A. B e gin as usual, filling in r e qu e st e r and subj e ct information and s e arching for 
duplicat e s. 

B. S e l e ct Privacy Act Am e ndm e nt not FOIA R e qu e st. 

C. Assign it to Track 2. Assign it to Cat e gory: Sp e cial Int e r e st Group. 

D. Cr e at e th e cas e . 

E. Pr e par e an e mail for NRC, FOIASIG and ins e rt th e cas e numb e r in th e body of 
th e e mail. 

F. Cr e at e a Discussion and s e nd th e cas e to th e Unit Chi e f (UC). You ar e now r e ady 
to mov e on to th e n e xt cas e . 

G. You do not r e assign th e offic e . A Sp e cial Int e r e st Group p e rson will chang e th e 
Offic e to “COW” by clicking “SAVE” and th e n clicking “R e assign Offic e ” 

9.5 Personnel/hiring practices/vacancy announcements 

If you r e c e iv e a r e qu e st conc e rning e mploy ee r e cords, vacancy announc e m e nts, or any 
p e rsonn e l matt e r g e n e rally, pl e as e cr e at e th e cas e as you normally would by filling in th e 
blanks and controlling th e cas e . Aft e r that, chang e th e Cat e gory to PER. Do not cr e at e a 
staffing and do not s e nd any corr e spond e nc e to th e r e qu e st e r. Add a Discussion not e that 
this app e ars to b e a p e rsonn e l typ e FOIA r e qu e st. S e nd an e mail to NRC, FOIASIG. 
Aft e r that, s e nd th e cas e to Unit Chi e f. 
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acknowl e dgm e nt l e tt e r. This e nabl e s th e Sp e cial Int e r e st Group, 
r e sponsibl e for sp e cial int e r e st cas e s, to cr e at e a r e port and 
d e t e rmin e wh e th e r th e cas e is actually a Sp e cial Int e r e st Group 
ea s e - and - r e port - it - accerdingly - . — Ig - the - ea se- er e atof s do - not - mark 
Sp e cial Inter e st Group cas e s prop e rly, w e hav e no way to track and 
r e port th e s e high visibility cas e s. Wh e n in doubt, choos e th e 
Sp e cial Int e r e st Group cat e gory in FIPS. Th e Sp e cial Int e r e st 
Group will sort it out lat e r. If you hav e qu e stions or n ee d to s e nd 
information r e garding SIG cas e s to th e Sp e cial Int e r e st Group, 
th e ir e mail addr e ss is: I ^GcF^ASI^ 

6.3.4.4 Significant Interest Group (SIG) Requests - SIG processes Non-A-File 
FOIA requests except A-File requests from the Media or A-Files belonging to 
high-profile individuals. If the request is not for USCIS records, then it is not a 
SIG request and should be handled accordingly (refer, redirect, etc.). 

6.3.4.4.1 It is a SIG request if: 

a. The FOIA request is for congressional correspondence; 

b. The FOIA request is from a member of the media; 

c. The FOIA request is from a member of an activist group, watchdog 
organization, special interest group, etc.; Such organizations 
include: AILA, ACLU, CAIR, CREW, EFF 

d. The FOIA request is for a vacancy announcement 

e. The FOIA request is for personnel records 

f. The FOIA request is for records related to an investigation. It may 
mention: 

a. Report of Investigation 

b. OSI Investigation 

c. Background Investigation (These are not USCIS requests - 
they are redirected to OPM, however, SIG will handle the 
redirect). 

g. The FOIA request relates to a USCIS contract 

h. The FOIA request relates to a USCIS grant program 

i. The FOIA request mentions “EB-5” or “Regional Center” records 

j . The FOIA request is for data/stati sties 

k. The FOIA request is a PA Amendment 

a. The requester wants to correct information in their records 

b. The requester mentions “SAVE” 

l. The FOIA request is a hybrid, the requester is seeking both A-File 
material AND non-A-File material (for example: “My child’s A- 
file and all USCIS adjudication policies for Vietnam adoptions”) 

Items listed above are suggestive and not exclusive. 

6.3.4.4.2 If you believe a request qualifies as a SIG request, Create the 

case in the NRC queue, but do not staff or create an acknowledgment 
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letter. Create the case as follows: Track 2; Type: FOIA Request; Source: 
Others; Category: Others. Do Not enter subject’s name or A-Number. 
You must enter a short description into the Topic block. Send an e-mail to 
NR C , FOIASIG and enter a discussion note into FIPS explaining the 
situation. Send the case to Unit Chief. 

A SIG processor will review the case and move it to their queue if it is 
truly a SIG case. A SIG processor will then finish the creation, create the 
staffing and acknowledgment letter. If you have questions or need to send 
information regarding a possible SIG case send it to their e-mail address: 
NRC, FOIASIG. 
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FOIA INFORMATION BULLETIN 

August 1, 2011 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 

A cross reference has been added to Appendix C, Processing Tables, of the 
Processing Guide: 

Numeric Cross-Reference for commonly seen forms 


1-90 

Application to Replace Alien Registration Card 

1-94 

Departure Record 

1-200 

Warrant for Arrest of Alien 

1-203 

Order to Detain or Release Alien 

I-203A 

Order to Detain or Release Aliens 

1-205 

Warrant of Removal/Deportation 

1-210 

Notice of Action - Voluntary Departure 

1-213 

Record of Deportable/Inadmissible Alien 

1-217 

Information for Travel Doc or Passport 

1-218 

Record of Persons & Property Transferred 

1-220 

Order of Supervision (Multi Pgs) 

I-220A 

Order of Release on Recognizance 

1-221 

Order to Show Cause and Notice of Hearing (Multi Pgs) 

1-229 

Warning for Failure to Depart (Memo w/other Doc Attached) 

1-246 

Application for Stay of Deportation or Removal 

1-247 

Immigration Detainer - Notice of Action 

1-259 

Notice to Detain, Remove, or Present Alien 

1-264 

Notice to Consular Officer Concerning Detention 

1-265 

Notice to Appear, Bond & Custody Processing Sheet (Multi Pgs) 

1-274 

Notice & Request for Disposition (Multi Pgs) 

1-275 

Withdrawal of Application for Admission/Consular Notification 

1-286 

Notice of Custody Determination 

1-294 

Warning to Alien Ordered Removed or Deported 

1-296 

Notice to Alien Ordered Removed/Departure Verification 

1-305 

Receipt of Immigration Officer US Bonds (Multi Pgs) 

1-323 

Notice of Immigration Bond Breach 

1-340 

Notice to Deliver Alien 

1-352 

Immigration Bond (Multi pgs) 

1-385 

Alien Booking Record 

1-387 

Report of Detainees Missing Property 
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1-391 

Notice of Immigration Bond Cancelled (Multi pgs) 

1-395 

Affidavit In Lieu of Lost Receipt of US INS for Collateral 
Accepted as Security 

1-485 

Application to Register Permanent Residence 

1-696 

SAW 

1-770 

Notice of Rights and Request for Disposition (Multi Pgs) 

1-751 

Petition to Remove Conditions 

1-826 

Notice of Rights and Request for Disposition (Multi Pgs) 

1-830 

Notice to EOIR: Alien Address 

1-851 

Notice of Intent to Issue a Final Administrative Removal Order 

I-851A 

Final Administrative Removal Order 

1-860 

Notice & Order of Expedited Removal 

1-862 

Notice to Appear (Multi Pgs) 

1-871 

Notice of Intent/Decision to Reinstate Prior Order 

CBP 93 

Unaccompanied Alien Child Initial Placement Referral Form 

G-56 

Letter of Appointment 

G-391 

Official Assignment Sheet 

G-589 

Property Receipt 

G-600A 

Investigation Preliminary Work Sheet 

N-400 

Application for Naturalization 

N-600 

Application for Certificate of Citizenship 


Paragraph 27.3 l.c of the Processing Guide has been amended as follows (addition in 
red): 

27.3 1 .c If we cannot tell if a third party photograph of a person’ s face has been 
provided to us by the subject of the file or the requester, please withhold the photograph 
citing Exemption (b)(6). One exception would be a third party photograph that has 
appeared in a newspaper article. Such a photograph would be considered “public 
domain” and should be fully released. If the subject of record is in a group photograph, 
such as a wedding or family event, fully release the photograph. 


Paragraph 27.36, Choicepoint/Discovery Plus/CLEAR Documents of the Processing 
Guide has been amended as follows (additions in red): 

Choicepoint and Discovery Plus (there could be others such as CLEAR, LexusNexis 
Faces of the Nation, and Accurint) are research tools used by adjudicators or 
investigators. Fully withhold documents from systems such as these citing (b)(6) for 
third party PII, (b)(7)(C) for information relating to law enforcement and (b)(7)(E). If 
you are processing a Privacy Act case, you will need to apply Exemption (k)(2). Apply 
only the applicable exemptions. 
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Paragraph 28.09, Federal Bureau of Investigation documents of the Processing Guide has 
been amended as follows (additions in red): 

When processing an A-file that contains documents that originated from the FBI’s 
Criminal Justice Information Services (CJIS) Division, including the FBI “rap sheets”, 
National Crime Information Center (NCIC), and Interstate Identification Index (III) print 
outs, we should ensure that the documents belong to the subject of the file, consent is 
present and the identity of the person has been confirmed before processing. This rule 
does not include TECS/IBIS screen prints referring to NCIC. 

If you positively identify the document as belonging to the subject of the file, you would 
normally release the documents fully, however, there may be exempt information on 
them. Th e information on th e s e docum e nts that is e x e mpt from r e l e as e is a Agent names, 
third-party names, or any personally identifying information relating to others are all 
exempt under (b)(7)(C). Any mention of “KST,” “known or suspected terrorist,” NAILS, 
or IBIS status would be exempt under (b)(7)(E). 
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USCIS FOIA INFORMATION BULLETIN 

February 29, 2016 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance and 
Customer Service Group as a communication tool regarding current information of use and 
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about bulletin 
topics. 

W e have updated section 6 . 1 . 1 . 10 . rules for entering information on the 

FIPS WORKSHEET of the FOIA/PA Assistant’s Guide as follows (new information in red, 
d e l e t e d information in strik e through ): 

6. 1 . 1 . 10 If the request came to us on Form G-639, you should use the name and address 
of the Requestor in Section, “Requestor Information” 

If you have a conflict between addresses on a properly filled out G-639 and G-28, please use 
the address on the G-28. 

If th e r e qu e st is on Form G 639, pl e as e do not us e th e addr e ss on th e e nv e lop e , or Form 
G - 2R -e Fl^4 e f - h^d - a^ - th e- R e qu e s - tor - addr es s - wl - theu U fif&t - ^ e alang - with - a - eup ef vis O' r 
about it, and aft e r you do, cr e at e a Discussion saying you did so. If th e r e is, a cov e r l e tt e r or 
oth e r docum e nt sp e cifying that th e r e cords should b e s e nt to a diff e r e nt addr e ss than th e on e 
sp e cifi e d on th e r e qu e st, us e th e on e th e R e qu e stor sp e cifi e s. Pl e as e cr e at e a Discussion 
e xplaining why you ar e not mailing it to th e addr e ss in Requestor Information-. 

If the request is not on Form G-639, please use the address that is on the letter unless the 
Requestor specifies a different address. If you are unsure, please consult a supervisor and add a 
Discussion explaining your decision. 

If the Requestor included a G-28, please look to see if the Requestor is an attorney. If the 
Requestor is an attorney, please look at the name of the firm. If the name of the firm includes 
the attorney’s name, please make the second line of your address “Attorney at Law.” If the 
name of the firm does not include the attorney’s name, please make the second line of the 
address the name of the firm. If the Requestor is not an attorney, then simply use the address 
that is in the Requestor Information block of the G-639. For further guidance, please refer to 
section 6.1.1.17 of this guide. 
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We have updated and changed the name of section 20. Requests for Certified 
Copies or Certificate of Non-Existence to Request for Certified Copies of the Processing Guide 
as follows (new information in red, d e let e d information in strik e through ): 


20. REQUESTS FOR CERTIFIED COPIES OR CERTIFICATE OF NON 
EXISTENCE 

If th e r e qu e st contains any r e f e r e nc e to “c e rtifi e d copi e s” or “c e rtificat e of non e xist e nc e ” 
pl e as e e mail that information, along with th e pag e you found th e docum e nt on to NRC, 
NRCFOIAMSB, and s e nd a cc to your sup e rvisor. 


If you have a request for certified copies, and it has not been addressed in the Case Create role, 
please perform the following actions: 

Certification of record: 

Insert a Discussion “certified documents requested.” 

Process the case as normal. If you are closing the case as no record, total denial or failure to comply, 
there is no need to address certification of record in the final action letter. 

If you are not closing the case NR, TD or FC, and if the Requestor does not want a copy of the whole 
file, but specifically requests only a certified copy of a particular document, you will be closing the 
case NB. 

According to the situation, please add the following paragraph(s) into your Final Action Letter: 

NB Situation 1: If a request is only a request for a certified copy of a Name Change document, insert 
the following paragraph: 

“Regarding your request for a certified copy of Name Change document, you may check with 
the Court that issued and certified the Name Change document.” 

NB Situation 2: If a request is only for a certified copy of Certificate of Naturalization of a living 
person and not a request for the whole file: 

“This is in response to your request for a certified copy of your Certificate of Naturalization. 
To request a “Certified True Copy” of your Certificate of Naturalization, and if you have the 
original document, you must make an appointment at your local USCIS office by using the 
on-line InfoPass Appointment Scheduler. If you do not have the original document, to 
request a replacement of your Certificate of Naturalization, you must fill out Form N-565, 
Application for Replacement Naturalization/Citizenship Document. Please see 
www.uscis.gov for more information about these processes and the downloadable Form N- 
565. 


4019 



If you have additional questions, you may contact your local USCIS Office or call the 
National Customer Service Center at 1-800-375-5283 (TTY 1-800-767-1833).” 

If the request is for a copy of the whole file, and there is a request for certified copy of a 
naturalization certificate of a deceased person or if it is a request for any other documents that may 
be within the file, you will not close the case NB. 

Please add this paragraph to your Final Action Letter: 

“You requested a certified copy of a U.S. Citizenship and Immigration Services (USCIS) 
record. The National Records Center does not certify documents and is responding with a 
copy of these records as required under the Freedom of Information Act/Privacy Act.” 
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DRAFT FOIA INFORMATION BULLETIN 

February 25, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have updated Section 6.3. 1.3.3, Already Approved Requests for Track 3 
Processing with Pending Cases of the FOIA/PA Assistants Guide as follows (new 
information in red, deleted information in strikethrough) : 

6.3.1.3.3 Already Approved Requests for Track 3 Processing with Pending 
Cases 

Before you create the case, look at the documentation and/or check for a duplicate. 
Sometimes you will find a current, open pending case which is already approved for 
Track 3. If you find another case and it is not a DP case, simply click “Send to 
Research” and you are finished with the case. Add a Discussion to the original case, 
“Research, original case already approved for Track 3 processing please attach as CSD”. 
If it is an exact duplicate request to the existing pending case and already approved for 
Track 3 processing, you will close this case as final action DP: ERr- Duplicate ease. Add 
a Discussion to the original case, “Research DP Case closed as DP ER and provide the 
NRC control number.” (See section 6.4 for information on Searching for Duplicates.) 

We have updated Section 6.3.6. 1, Letter C of Reviewing Expedited Treatment 
Requests of the FOIA/PA Assistants Guide as follows (new information in red, deleted 
information in strikethrough) : 

6.3.6.1 Reviewing Expedited Treatment Requests 

C. If you find a recently closed case with the final action codes of RD, RF, or DP, or ER , it 
may also be a duplicate request with a request for expedited treatment. Refer to section 6.4 if 
you determine it is, but otherwise refer to section 6.3. 6.2.3. 

We have updated Section 6.3.6.2.3, Search for Duplicate Cases of the FOIA/PA 
Assistants Guide as follows (new information in red, deleted information in 
strikethrough) : 

6.3.6.2.3 If the expedited treatment request refers to a case that has already been closed, 
either close it as DP and send a duplicate letter or create it as a new case. , or attach as DP, 
(duplicat e ) and clos e with th e ER(cr e at e d in e rror) final action cod e , bas e d on th e 
situation . To clos e a cas e ER, pl e as e r e f e r to s e ction 15 of this guid e . If in doubt, consult 
your supervisor. Please refer to the section 6.4 on DP (duplicate) Cases, and the previous 
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guidance listed above on reviewing expedited treatment requests. Create a Discussion 
with your findings on the original FOIA case prior to sending to Research or closing as a 
DP case. 


We have updated Section 6.4, Search for Duplicate Cases of the FOIA/PA 
Assistants Guide as follows (new information in red, deleted information in 
strikethrough) : 

6.4 SEARCH FOR DUPLICATE CASES 

Before you begin filling in the worksheet, you should look for duplicates. Duplicate 
cases are cases in which the request was submitted multiple times to the Service, of was 
inadvertently scanned into FIPS multiple times, or are cases that we previously 
processed. To be considered a duplicate, a request must be from the same requester, 
include the same request documents dated on or about the same date and is seeking the 
same information about the same subject. If there is a request with an ICE or CBP 
referral letter, the letter should have been attached to the open pending original case as a 
CSD. Please do not close this case ER. Send the case to research. 

Sometimes a requester will take a “shotgun” approach. He or she will submit the same 
FOIA request multiple times to ICE, CBP and CIS, hoping to get an answer more 
quickly. The receiving offices will then in turn, send these requests to NRC. These are 
true duplicate cases when an office has already processed this request with a final action 
code of either PD or Gl. If the original case is ready to be processed, send to research to 
attach as a CSD. If we closed a previous case FC and the requester is now providing 
additional information, it is not a duplicate. 

This does not include instances in which the requester has faxed the request and then 
mailed it. If you open a case and find that the exact same request has very recently been 
created, chances are that you have opened the mailed copy which followed a few days 
after the fax. Follow th e guidanc e in s e ction 6. 4 . Set this case as a DP (duplicate) case to 
the open pending original case and modify (insert the “Upon review” statement. . .) your 
Final Action Letter, and clos e y e uf -e a se- w - i th - a -fi-nal- acti on cod e of ER . 

If the date of the request is either the same as your request or within a very few days and: 

A. The requester is the same, and 

B. The information being requested is the same in both requests, 

Do not Close this case as a duplicate. Attach the case as a duplicate case by selecting 
“Set this case as duplicate to original case”, next select “Create Case” and close the case 
with a final action code of ER DP and modify (insert the “Upon review” statement. . .) 
your Final Action Letter. Next, enter a case Discussion and send the case to the Up-front 
Approver. 
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If you are not sure your case meets the duplicate requirements, create a new Discussion 
in the case and send the case to Unit Chief. Send your supervisor an e-mail with the case 
information for his or her review. 


We have updated Section 32.9, Wrong Records of the FOIA/PA Assistants Guide 
as follows (new information in red): 


32.9 Wrong Records. Occasionally you will pull a case in Records Locator queue and 
there is a Discussion stating the wrong records have been scanned into the case. This will 
require some investigative work before a solution can be determined. 

32.9.1 Did the Case Creator use the wrong alien number? If so, please request the 
correct file. You must then send an e-mail to NRC, FIPS Problem, FOIA PROGRAM, 
and Tracy Bellisime and ask that the wrong records be removed. 

32.9.2 Did the requester ask for a copy of a petition they fded on behalf of a 
beneficiary? If so, the case was probably set up incorrectly. Check first to see if there are 
two cases for the requester. If not, you will need to correct the one that exists to become a 
request for the beneficiary’s information. Locate the correct records and re-staff only if 
you have the beneficiary’s PII and VOI. If not, close as FC. For Procedure, please see 
section 16. 

32.9.3 Did the scanning contractor scan the wrong records into the case? If you’ve 
reviewed the entire file and there was no mistake made by the FOIA unit, it is possible 
that the scanning contractor has scanned the wrong file into this case. Here are the steps 
to follow if you believe this may have happened: 

32 . 9 . 3 . 1 Look for a pending case for the records that were scanned into your case. 

32 . 9 . 3.2 If you locate a case, check to see if the responsive records have been 
scanned. 

32 . 9 . 3.3 If the responsive records are not sca nned into the case , send an e-mail to 

NRC, FIPS Problem, FOIA PROGRAM, and| |and ask them to 

q) move the responsive records from your case over to the correct case. Also ask 
them to remove the responsive records from your case and staffing response to 
“pending.” 
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USCIS FOIA INFORMATION BULLETIN 

February 25, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have revised sections 12.5 and 12.7.12 of the FOIA/PA Assistant’s Guide , as 
follows ( deleted information in strikethrough , new information in red): 

Do not request receipt files with a prefix from any offic e s other than one of the five 
Service Centers (ESC/EAC, SSC/SRC, WSCAVAC, MSC/NBC or NSC/LIN). District 
offices issue work authorizations, but we cannot request those. For instance, you cannot 
request receipt number LOS0530775120, no matter where it is. However, if you find an 
unconsolidated receipt file LIN0530775120, and it is at LOS, you can request it. 


We have revised section 7 of th e FOIA/PA Assistant’s Guide , as follows (deleted 
information in strik e through , new information in red): 

This includes requests for any consolidated petitions the requester or petitioner submitted 
or provided on behalf of the beneficiary (subject of record, SOR). If the petitioner is the 
requester, and if the petition has been consolidated into the beneficiary’s A-file, then we 
must have the beneficiary’s consent. If we are staffing the subject of record’s A- file, and 
if the requester is not the same person as the subject of record, then we need consent 
from the subject of record. If the petition has not been consolidated into the beneficiary’s 
A-file, and the petitioner or the beneficiary is the requester, we may staff for it.-wdb 
cons e nt of ei th e r th e p e tit i on e r or th e b e n e ficiary . 


W e have added a clarification to section 12.1.1.6 of the FOIA/PA Assistant ’s 
Guide , as follows (new information in red): 

A. If “Retire” had been blued in, it would have been important. We would have used 
that inquiry screen to staff from the FRC or RDF if it was retired at RDF. If the 
Center in the Accession Data is other than Kansas City, staff to Non-FOIA for the 
FCO. Please refer to the notice at the bottom of this section. 

Notice - the file below is retired to the Washington FRC, but you should not staff to 
WAS. The FCO is BAL, so you should staff to Non-FOIA Office BAL. The same 
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principle applies if a file is retired to the SFR FRC - if the FCO is LVG, then you should 
staff to Non-FOIA Office LVG, and paste in the screen shot of the Retired Inquiry. 


Staffed to: WAS 
REQUESTED FILE 


Office Code: NRC Centra! Number: NRC20I3G Date; February 12,2013 


Alien Number: & Subject: 



We have revised section 6. 3. 4. 3 of the FOIA/PA Assistant’s Guide, as follows 
( d e l e t e d information in strik e through , new information in red): 

There are 40 35 different categories of requests. However, the most commonly used ones 
are: 


We have added section 6.3 .4.3 to the FOIA/PA Assistant ’s Guide , as follows (new 
information in red): 


6.3.4.3 Deferred Action for Childhood Arrival 


Please select Category: Deferred Action for Childhood Arrival in any of the following 
circumstances: 

• If the subject of record mentions DACA or Deferred Action for Childhood Arrival 

• If the subject mentions being a child on arrival in the United States 

• If the subject mentions the "DREAM Act" and you can tell he or she is referring to 
DACA 

• If you see evidence that the person filed Form I-821D in CLAIMS or PCQS. 


We have added instructions to sections 16 and 25.2.5 of the FOIA/PA Assistant’s 
Guide , as follows (new information in red): 

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e- 
mail to Cindy Holt, our classified POC. Cindy holds on to the files in the FOIA Safe 
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until the case is closed. Once she is notified the file is no longer needed, she will return 
the file to the original FCO. 


We have added instructions to section 42 of the Processing Guide, as follows (new 
information in red): 

If you are closing a case WD or FC and there is a FOIA Safe Staffing, please send an e- 
mail to|^^|our classified POC. | ""| holds on to the files in the FOIA Safe 
(b)(6) until the case is closed. Once she is notified the file is no longer needed, she will return 

the file to the original FCO. 
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USCIS FOIA INFORMATION BULLETIN 

February 24, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


Section 7, DECISION TO PROCESS AS FOIA OR PA has a small addition, in red: 

• An approved 1-129, 1-129F, 1-130, 1-140, 1-360 or any other document with the 
word “petition” in the title does not mean you process the case as a PA - The 
approved petition is the first step, but there still has to be an approved 1-485 or I- 
181 in order for you to process as PA. 


We have added a new paragraph to the processing guide, as follows: 

27.45.h Please partially withhold the Report of IBIS Query (ROIQ) citing 
Exemption (b)(7)(E), or (k)(2)/ (b)(7)(E) if the case is PA. If there are law enforcement 
officers’ names and/or badge numbers, please also withhold those, citing (b)(7)(C), or 
(k)(2)/(b)(7)(C) if the case is PA. Examples follow: 


4027 

















USCIS FOIA INFORMATION BULLETIN 

February 18, 2014 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have changed Section 27.08, Misfiled Documents of the Processing Guide as 
follows (new information in red d e l e t e d information in strik e through ); 

* If both files are at the NRC, send an e-mail to the FST mailbox (HRC, 

NRCFOIAMSB ) to have the file corrected. Please copy and fill out the “Misfiled 
Document Form” located in the Case Processing References Folder on 0 drive in 
the FOIA Library, or on the Operations ;ECN Processor 1 

Includ e all p e rtin e nt information in your e mail: 

NRC Control numb e r 
Ali e n numb e r of both fil e s 
Ali e n’s nam e for both fil e s 

Typ e s of docum e nts that hav e b ee n misfil e d and pag e numb e rs. 


We have added information to Section 28.06. a, which deals with State Department 
Referrals, in the Processing Guide as follows (new information in red d e l e t e d information 
in strik e through ): 

U.S. Department of State will make a direct response to requester on documents that we 
refer. “U.S. Department of State” is the referral choice in FIPS for Department of 
State. Generally, if a State Department document pertains to an investigation or a 
nonimmigrant visa, we refer the document to State. We do not hide the name of the 
agency. State Department has given us the following guidance for documents that are not 
third party: 

• Process statements, acknowledgements, visa stamps, passports or visas the person 
has, or has received, or has signed. 

• Process any immigrant visa paperwork except Report 71, investigative, 
deliberative or law enforcement related documents. 

• Process documentation the alien would have filed to support immigrant visas, 
letters, or documents the alien would possess. 
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Process any form that begins with an “I” (for example, 1-130, 1-140) even if it was 
filed overseas. 

Process the Report 24. 

Process the Immigrant Data Summary. 

Refer messages, letters, e-mails, checklists and cables having to do with visa 
determination or investigations. This includes any Visa Lookout System, 
CLASS/SAO Name Check Results as well as “VISAS” + any animal or number. 


CtAS$S$4& Name Cheek Htmlt Report 
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Refer nonimmigrant visa (NIV) applications. 

Refer Embassy/Consulate fraud investigations. 

Refer State Department law enforcement related documents. 

Refer Refusal Worksheets 

Refer aR documents belonging to the United States Information Agency 
(USIA), unless the document deals with the former USIA’s broadcasting 
function. If it has anything to do with broadcasting, you should refer it to the 
Broadcasting Board of Governors (BBG), which has its own FOIA operation, at 
the following address: 


BBG FOIA Office 
Room 3349 

330 Independence Ave. SW 
Washington, D.C. 20237 
(202) 203-4550 

Refer asylum related documents with State-originated material, such as 
interagency communications, advisory opinions and deliberative material, 
including any documents entitled “Country Conditions.” (Examples follow this 
paragraph.) 

Refer electronic database prints with information owned by State, if it has to do 
with NIV or law enforcement. 

Refer Report 71 - Case Accountability Report, as it may be investigative or 
deliberative. 

Refer TECS II screen prints marked State Department. 

Refer any State Department document, whether it pertains to a nonimmigrant visa 
or an immigrant visa, if it bears the following warning: 

Sensitive But Unclassified (SBU) - Information Protected under IN A 222(f) and 9 



FAM40.4 

This record cannot be transferred or reproduced in its entirety without the 
permission of the Department of State - Bureau of Consular Affairs (Visa Services) 

• State Department does not wish to review third party documents. If you would 
ordinarily refer a page to the Department of State, but it pertains to a third party 
from whom we do not have FOIA consent, please place the page out of scope. If 
we do have FOIA consent from the third party, please note that in your summary 
discussion and in the referral letter to Department of State. 

We have added instruction to Appendix C with reference to Form 1-217 



Refer to ICE if there 
is any ICE or Legacy 
INS ICE function 
signature. Otherwise, 

Release 

Release 

Information for Travel 
Document or Passport, 1-217 

release. 

Note: there may be a 
continuation sheet 
signed by a CBPO, in 

(b)(7)(C) 

(k)(2) and 


which case, you 
should withhold the 
CBPO’s identity. 


(b)(7)(C) 
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USCIS FOIA INFORMATION BULLETIN 

February 10, 2016 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance and 
Customer Service Group as a communication tool regarding current information of use and 
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about bulletin 
topics. 

We have updated section 7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) of 

the FOIA/PA Assistant’s Guide as follows (new information in red, deleted information in 
strikethrough) : 

7.2 Verification of Identity (VOI) (G-639, dated 3-31-15) 

In addition, on February 17, 2011, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. W e will continu e to acc e pt th e s e , as 
long as th e y ar e notariz e d or sign e d und e r p e nalty of p e rjury or includ e a sworn Jurat/ Affidavit. 

A current photo ID, if not notariz e d or accompanied by a d e claration und e r p e nalty of p e rjury 
sp e cifically att e sting to th e information on th e photo ID, is for information purpos e s only and is 
net can be used for verification of identity. 

We have updated section 7.2 Verification of Identity (VOI) of the FOIA/PA Assistant s 
Guide as follows (new information in red, deleted information in strikethrough) : 


7.2 Verification of Identity (VOI) 

In addition, on February 17th, 2011, we started accepting the required PII if provided via a birth 
certificate or other document if not written on the G-639. W e will continu e to acc e pt th e s e , as 
long as th e y ar e notariz e d or sign e d und e r p e nalty of p e ijury or includ e a sworn Jurat/ Affidavit. 

A current photo ID, if not notariz e d or accompani e d by a d e claration und e r p e nalty of p e rjury 
sp e cifically att e sting to th e information on th e photo ID, is for information purpos e s only and is 
net can be used for verification of identity. 
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We have updated paragraph 9.2.2, under section 9.2 Redirection (RD) of the FOIA/PA 
Assistant’s Guide as follows (new information in red): 


9.2.2 If it is a general request for “My Complete A-File” or “All my records,” you must conduct 
a search for responsive records. If you find an A-file, you should create the case and staff for the 
file. If unable to find the A-file, we are still required to provide any other records we find, 
including any applications, petitions, etc... However, unless receipt files are specifically 
requested, we will not produce receipt files in responding to an “All My Records” request. Please 
refer to the flow charts at Appendix H. Before you redirect the case, you must verify we have no 
responsive record. When conducting research, do the queries and provide screen prints of CIS 
9103, CIS 9102, CIS 9104 and PCQS or CLAIMS searches. There should be no less than two 
pages and may be lengthier if the subject has provided multiple names. If the receipt is located at 
the NVC, do not redirect to the NVC. Have the screen prints of the receipt scan in as responsive 
records. Make sure the track is TRACK I. Create the request using RAF ACS (not 
RAF ACS/CIS). Find the information from the archived receipt in PCQS and print that 
information. Prepare a “Scan As” sheet to be scanned as responsive records for the case number 
you have just created, attach it to the screen prints to OneNote and send an email to 
FOIAPROGRAM.NRC@uscis.dhs.gov. On the subject line, put the control number and SOR’s 
name. Pend the case. 


We have updated section 32.8.2 The Requestor/subject may not return the VOI or 
certification of agreement we asked for of the FOIA/PA Assistant’s Guide as follows (new 
information in red, deleted information in strikethrough) : 


32.8.2 The Requestor/subject may not return the VOI or certification of agreement we 
asked for. If so, generate a FC letter and replace the contents of the letter with the appropriate 
FC letter depending on the version of the G-639. Create a Discussion explaining the FC. Send 
the case to the Up-front Approver when you are finished. 

The tv* 1 © three versions of the FC letter: 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_G- 
639_Unperfected Letter_for_3-31-2015 or 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_Unperfected 
Letter or 

O:\Foia\FOIA_LIBRARY\Case_Create_References\Case_Create_References_Unperfected 
Letter for Older G-639 version 

We have updated all unperfected letters by deleting the following sentence as follows 
(deleted information in strikethrough): 

Simply providing a copy of a birth c e rtificat e , driv e r's lic e ns e , or ali e n card for th e r e cords subj e ct will 
not fulfill this requirement. 
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(b)(6) 


We have updated section 21, CLASSIFIED RECORDS of the Processing Guide as 
follows (new information in red, deleted information in strikethrough) : 


21. CLASSIFIED RECORDS 

We do not process classified records containing National Security Information (NSI) in FIPS. 
However, if there is an inadvertent classified data spill and you encounter a document bearing a 
security classification marking (Confidential, Secret, Top Secret, Sensitive Compartmented 
Information[SCI], or Department of Energy[DOE] Restricted/Formerly Restricted) immediately 
stop processing, lock (but do not turn off) your workstation, and contact one of the following 
people in this order: 


The person authorized to handle classified documents will verify the document is classified NSI 
by viewing the document(s) on the employee’s computer screen. If the document is determined 
to be classified, the employee who is cleared for NSI will contact t heir supervi sor and one of the 
followin g individuals : ei ther of the NRC Field SecurityManagersJ I Fi e ld S e curity 

Manag e i T ~| the Local Security Officer, u .u-.m br the National Benefits 

Center (NBC) Field Security Office l l i e National B e n e fits C e nt e r (NBC) . In 

addition, the NSI cleared employee should print out the FIPS history and provide it to Tim Luk e 
or Mik e Wilson an NRC Field Security Manager. 

If you are teleworking and encounter a document bearing a security classification marking 
(Confidential, Secret, Top Secret, SCI, or DOE Restricted/Formerly Restricted) in FIPS, please 
immediately stop processing, save the responsive record, exit FIPS and power down your 
workstation. Next, call your supervisor and one of the above NSI cleared individuals to notify 
them of a potential classified data spill. This is the type of statement you should use when 
making notifications, “I may have run into NSI information while processing.” When instructed, 
undock the laptop and proceed immediately to NRC with your laptop to have the documents 
reviewed by a NSI cleared employee. 
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Once the NSI cleared person confirms the document is classified, you must call the Citizenship 
and Immigration Services N e twork Security Operations Center ( CISSNOC CISSOC) 
immediately at (303) 542 8501 (228) 689-0663. Explain that classified information has been 
found in a non-secure environment, answer their questions if you can, and ensure you obtain the 
incident remedy ticket; it should be a number preceded with INC - INC#xxxxxx. After you have 
the incident number, you should immediately call local OIT staff so they can start local 
remediation efforts. 

After CISSNOC CISSOC notification, the discoverer and with his or her supervisor must draft a 
Security Violation Report (DHS 1 1000-10). For the employees that have accessed the file 
without the appropriate security clearance, an Inadvertent Disclosure Agreement Statement 
(IADS) is also necessary. The NSI cleared employee and/or your supervisor will discuss it with 
you. 

We have updated section 42, FAILURE TO COMPLY (FC) CASE CLOSINGS of the 
Processing Guide as follows (new information in red, deleted information in strikethrough) : 


42. FAILURE TO COMPLY (FC) CASE CLOSINGS 

In addition, When the Form G-639 changed on 01/29/2012, the blocks for certification of 
agreement and VOI ar e now changed from 3 and 4 instead of to 7 and 8, respectively. 

To solve both these issues, we have two letters that we copy and paste in place of the FC letter, 
called Unperfected Request letters. 

One letter, simply called “Unperfected Letter,” is for unperfected requests on the 01/29/2012 
version of the Form G-639. You can find this l e tt e r at: 

http://ecn-.u5cisvdhs:gov> / team/esd/Division/NRG) / BFanehes/FOIA--OPS/Gase%20€r&ate%20Libra 

ry-/F-orms/A-llItems.aspx 

Th e -oth e r Another letter, called “Unperfected Letter for Older G-639 version” is for any other 
version of the Form G-639 older than 01/29/2012. You can also find this l e tt e r at th e link shown 
abov e . 

In addition, we had a change to the Form G-639 on 03/31/2015 concerning VOI and Certification 
of Agreement. 

Alt e rnativ e ly, you may go to You can find each of these letters at O:\Foia\FOIA LIBRARY\Case 
Create References\Case Create References. 
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USCIS FOIA INFORMATION BULLETIN 

February 3, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

FST has updated the Staffing Sheet Guide — it can be found in the 
Common drive at 0:/F0IA/F0IA Library/Case Create References/Staffing Sheet Guide - 
1-23-2015 

1 . A section on digitized files was added. 

2. MSC/NBC now scans files directly into FIPS, along with the other Service 
Centers. This means that you must make a separate staffing if there are any NRC 
related T-files. Before this change, any NRC related T-files would automatically 
be scanned on site. 


We have updated and changed the name of Section 8 4, requests: 

Bond obligor, no certification of agreement required, not USCIS FOIA of the 

FOIA/PA Assistants Guide as follows (new information in red, deleted information in 
strikethrough): 

8.4 REQUESTS: Bond obligor, no certification of agreement, closed as a 
Total Denial r e quir e d, not USCIS FOIA 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non- 
immigration violations of the law. 

Immigration bond obligors are surety companies who have posted an immigration bond 
(Form 1-352) for an alien who has been taken into custody by the Service. If the alien fails to 
attend his or her hearing, then he or she forfeits the bond. Und e r th e court case Aimvcst v. 

th e sur e ty compani e s, or th e ir attorn e ys, ar e e ntitl e d to a compl e t e copy of th e 
ali e n’s fil e to assist th e m in trying to locat e th e ali e n. C e rtification of agr ee m e nt is not 
r e quir e d for th e bond obligor; how e ver, th e y should provid e a copy of th e bond contract, 
Ferm - I- 3- 52 - -with4h e ir - FOIA - r e qu es t: 

W e no long e r proc e ss r e qu e sts r e c e iv e d from immigration bond obligors or criminal bond 
obligors. 

These requests are previously were processed by Immigration and Customs Enforcement. 
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We will now create bond obligor requests under FOIA. 

Since there is no certification of agreement provided with bond obligor cases, we will 
close these as a TD. 

Please refer to Section 16a, TD (total denial) CASE CLOSINGS. 

Closing as ER - Bond Obligor Cases 

A. S e l e ct th e “Final Action L e tt e r” from th e Tasks tab. S e l e ct “ER” from th e final action 
cod e s list. FIPS will not g e n e rat e a l e tt e r. 

B. Cr e at e a Discussion with your findings for th e Up Front Approv e r, “UFA - This cas e is a 
Bond Obligor Cas e ” and e xplain why. 

C. Mov e th e cas e to th e Up Front Approv e r qu e u e . 

D. Pl e as e s e nd an e mail to your sup e rvisor and NRC, FOIAOA and provid e th e REQ 
numb e r or control numb e r, - and also includ e th e r e qu e st e r’s name. 

Th e OA room will mail th e r e qu e st to ICE. 

We have updated Section 43, A-FILES CONTAINING MEDIA of the 

FOIA/PA Processing Guide as follows (new information in red, deleted information in 
strikethrough): 


43 . A-FILES CONTAINING MEDIA 

Once a case is processed, the processor should send an e-mail to the NRC, FOIAMEDIA 
mailbox with “Media” in the subject line. Include the control number, A-number, and the 
page number(s) where the media can be located. 

Modify the final action letter by inserting the following sentence: “The copy of the 
media located in your file will be addressed under a separate cover.” 

If you believe the media has a transcript, please process and when you e-mail the FOIA 
Media mailbox, state you believe it is a transcript and also note the page number(s) where 
the transcript is located in the file. 

In the Summary Discussion, annotate that the file contained media, the page number(s) 
and that you have notified NRC, FOIAMEDIA. This should be done in every 
circumstance. 

All files that contain media will be addressed. A separate letter is sent by the employee 
processing the media. 

We have updated Section 12.18.11, T-files of the FOIA/PA Assistant’s Guide as 
follows ( d e l e t e d information in strik e through , new information in red): 
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12.18.11 T-files 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, 
WSC, NBC or RDF for scanning. Those offices either scan directly into FIPS for 
us or we export the A-file from EDMS. Therefore, if the A-file is at one of the 
above service centers and there is a T-file anywhere else, including at the NRC, 
you will have to staff for the T-file. This includes any digitized files. MSC is th e 
only s e nde e c e nt e r that s e nds th e A fil e to th e NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records 
are scanned in simultaneously with the request. 


We have updated Section 12.5, Service Centers of the FOIA/PA Assistant’s 
Guide as follows ( d e l e t e d information in strik e through ): 

12.5 Service Centers 

The Service Centers ( e xc e pt MSC/NBC) scan the responsive records into FIPS when 
they are the FCO for that file. Please see the Staffing Sheet Guide for more instructions 
on requesting these types of Service Center files. 

We have updated Section 8.18, Subpoena or court order of the FOIA/PA 
Assistants Guide as follows (new information in red, d e l e t e d information in 
strik e through ); 

8.18 SITUATION: Subpoena or court order 

If you pull a new request that is a subpoena or court order, please send it to Up-front 
Approver for closure as ER. 

A. Create the case. 

B. Create a Discussion with findings for the Up-front Approver to close as ER 

C. Send a message to NRC, FOIA PROGRAM^ and the current OCC Paralegal 
Cam e ron, Lincoln L , providing the REQ NRC control number and information 
indicating the request was a subpoena or court order. The Chief Counsel’s 
Office is currently addressing these requests. Subpoenas or court orders are a 
high priority. Please notify NRC, FOIA PROGRAM as soon as possible. 

D. If you aren’t sure, please contact your supervisor for guidance on how to 
proceed. 


4038 



USCIS FOIA INFORMATION BULLETIN 

February 1, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have revised section 12.7. 12.4 of the FOIA/PA Assistant ’s Guide, as follows 
( de l e t ed -- ifl - fer - m - a ti on -- in -- stf i ket - hreugh , new information in red): 

12.7.12.4 If the requester specifies a receipt file, and the receipt has not been 
consolidated, you may have VOI (and consent, if necessary) from either party and you 
may staff for the file if it is available in records. If you are unsure of whether you need 
consent, please refer to section 7 of this guide. If the receipt is not available in records, 
please refer to sections 12.7.13 and 12.7.14. If it is available in records in NFTS, first 
verify the receipt number belongs to the subject, s e arch NFTS and then staff for that 
receipt file. Or 

If the receipt has been consolidated into an alien file, the situation is different. If you 
have VOI (and consent, if necessary) from the person whose alien file the receipt has 
been consolidated into, then you should verify the alien number belongs to the subject 
and staff for that alien file. If th e subj e ct of th e r e qu e st is th e p e tition e r on a p e tition you 
will n ee d to cr e at e th e cas e in th e nam e of th e b e n e ficiary. If th e r e is cons e nt from th e 
b e n e ficiary, s e arch NFTS and staff for that r e c e ipt fil e . If there is no consent from the 
b e n e ficiary person whose alien file the petition has been consolidated into, you will close 
the request as FC. Refer to 16. “FC (failure to comply) CASE CLOSINGS.” 
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USCIS FOIA INFORMATION BULLETIN 

December 20, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added to Section 12.7. 16, Staffing ELIS, ofth t FOIA/PA Assistants 
Guide as follows (new information in red): 

Any time you create an E LIS staffing, please send an e-mail to NRC, FOIA QA-CS and 
(b)(6) copy I "he subject of the e-mail should be “ELIS staffing” and the body 

of the e-mail should be the case number. 


We added a table to Section 7 , certification of agreement, 

VERIFICATION OF IDENTITY, AND DESCRIPTION OF RECORDS, of the 
FOIA/PA Assistant ’s Guide as follows (new information in red): 


Self 

Not needed 

If adequate 

No close - staff 

Self 

Not needed 

If inadequate 

FC - Sec. 16b 

3 rd Party (incl Atty) 

If adequate 

If adequate 

No close - staff j 

3 rd Party (incl Atty) 

If inadequate then 

Does not matter 

TD - Sec. 16a 

3 rd Party (incl Atty) 

If adequate 

If inadequate 

FC z Sec 16b | 

3 rd Party (incl Atty) 

Other proof (death 
cert, proof of 
guardianship) 

Must establish 
identity of subject of 
record 

No close - staff j 


We have added instructions to Section 7.1, Certification of agreement of 
parents or guardians, of the FOIA/PA Assistant ’s Guide as follows (new information in 
red): 

Please note: if the request references a baby from Vietnam, Cambodia, Guatemala, Nepal 
or Ethiopia, please refer to section 8.23 of this guide. If the requester is a prospective 
adoptive parent, we will provide any documents concerning them. If unsure, please 
consult a supervisor. 
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USCIS FOIA INFORMATION BULLETIN 

December 14, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have updated section 6. 3. 4. 3, Deferred Action for Childhood Arrival of the 
FOIA/PA Assistant’s Guide as follows (new information in red): 


6.3.4.3 Deferred Action for Childhood Arrival 



Please select Category: Deferred Action for Childhood Arrival in any of 
the following circumstances: 

• If the subject of record mentions DACA or Deferred Action for 
Childhood Arrival 

• If the subject mentions being a child on arrival in the United States 

• If the subject mentions the "DREAM Act" and you can tell he or she 
is referring to DACA 

• If you see evidence that the person filed Form I-821D in CLAIMS or 
PCQS. 

Exception: If the FCO is SFR, please select SFR as the category. SFR has priority. 


We have updated section 19.3, Deferred Action for Childhood Arrival of the 
FOIA/PA Processing Guide as follows (new information in red): 


19.3 Deferred Action for Childhood Arrivals 



Please change the Category to “Deferred Action Childhood” if you see Form 1-82 ID in 
the file or other evidence that the person filed for consideration of Deferred Action for 
Childhood Arrivals (for example, an approval notice). 
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Click “Save” and then insert a Discussion with the page number where you found the 
Form 1-82 ID or other evidence. 

NOTE: If the category “SFR Cases at NRC” is selected, but you determine that you 
have a DACA case, please change the category to DACA for inclusion in our annual 
report. 


We have updated various sections that referred to 12.7.12, 12.7.13 and 12.7.14, 
none of which exists. Changed all to the correct references in the FOIA/PA Assistant’s 
Guide as follows (new information in red, d e l e t e d information in strik e through ): 

12.14 EAD numbers (100,000,000 through 199,999,999) 

If the alien number provided by the Requestor is 100,000,000 through 199,999,999, it is 
an EAD (Employment Authorization Document) card number. There is no physical A- 
file associated with EAD numbers, even though they can be researched in CIS. You will 
have to research CLAIMS to locate the receipt number that corresponds with the EAD 
number, and then request that receipt number. Please refer to sections 12.7.12 12. 16 and 
12.7.13 12.18,12.3 for additional information. If the receipt has been destroyed, follow 
instructions in 12.7. H 12.18.14. 

12.18.12.4 If the Requestor specifies a receipt file, and the receipt has not been 
consolidated, you may have VOI (and certification of agreement, if necessary) from 
either party and you may staff for the file if it is available in records. If you are unsure of 
whether you need certification of agreement, please refer to section 7 of this guide. If the 
receipt is not available in records, please refer to sections 12.7.13 12. 18.6 and or 12.7.1J 

12.18.14 If it is available in records in NFTS, first verify the receipt number belongs to 
the subject, then staff for that receipt file. 

32. 11.2 If the receipt file is marked Lost, File Destroyed, File Cannot Locate, or 
Rejected, please refer to section 12.7. H 12.18.14, Receipt files; Lost receipt file, File 
destroyed, File cannot locate or File Rejected. 

12.12.4 Empty Jackets 

If NFTS indicates the file as an “Empty Jacket,” you will normally not create a file 
request. The only time you ever staff for an empty jacket is if the FCO is HAV. If you 
are unsure, please contact MSB. If the FCO is not Havana, and the only A-number you 
found is an empty jacket, your next step is probably to conduct a no records search, 
depending on the situation (No Record instruction is at Section 12. 18.6). If you found a 
receipt file, please refer to Section 12.7.12. 12.18.12 



12.18.14 Receipt files; Lost receipt file, File destroyed, File cannot locate or File 
Rejected 


If NFTS shows a receipt has been “Deleted,” please refer to section 9.2. Section 
12.18.14 is only for files that show Lost, Destroyed or Rejected in NFTS or if we 
receive a staffing response saying “File cannot locate.” 
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USCIS FOIA INFORMATION BULLETIN 

December 14, 2011 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


Based on guidance from Office of Chief Counsel, absent consent by the records subject, 
we will no longer provide documents to a third party requester. While generally we have 
followed this approach, if the requester is an individual who may have submitted or 
otherwise be aware of information in the records subject’s A-file (such as a petitioner or a 
former representative of the subject) we would, in some instances, release the 
information. In accordance with this guidance. Section 12, THIRD PARTY 
REQUESTS of the Processing Guide has been changed as follows (new information in 
red, d e l e t e d information in strik e through ) 

A third party requester is any person who asks for access to another individual’s record 
without that individual’s written consent. The identity of a third party requester and 
his/her relationship to the subject does not increase (or decrease) his/her rights of access 
to the records. Upon receipt of a third party request, close the case as a Failure to 
Comply. This includes a petitioner who may be asking for a photocopy of the Affidavit 
of Support he or she filed for an estranged spouse. If we do not have consent of the 
subject of record, we will not disclose the information. Third party r e qu e st e rs ar e 
e ntitl e d to docum e nts th e y submitt e d or fil e d on b e half of th e b e n e ficiary; how e v e r w e do 
not always r e l e as e all docum e nts pr e par e d by p e tition e rs back to th e m. Th e r e for e , in 
cas e s lik e this, simply staff for th e fil e and put a Discussion in FIPS that th e r e is no 
cons e nt. M e dia r e qu e sts for ali e n fil e s ar e almost always third party r e qu e sts also. 


Paragraph 7.4, Third party requests of the FOIA/PA Assistant’s Guide has been changed 
as follows (new information in red, d e l e t e d information in strik e through ) 

Third party requesters are not entitled to any public documents that may be in the file 
they are seeking, as w e ll as nor documents they provided in support of an application or 
petition. For example, if a wife is looking for a copy of her husband’s file so that she 
may divorce him, and says in her request letter that she does not know where he is or says 
she cannot get his consent, do not send a request back to her for her husband’s consent. 

In a situation like this, close the case as a Failure to Comply, simply r e qu e st th e fil e and 
put a Discussion in FIPS that it is a third party r e qu e st without cons e nt. In th e abov e 
e xampl e , if sh e did not sp e cifically say sh e cannot g e t his cons e nt or that sh e do e s not 
know wh e r e h e is, do not r e qu e st th e fil e . In a situation lik e this, s e nd a r e qu e st for 
cons e nt and p e nd th e cas e for r e qu e st e r docum e ntation. 
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Additionally, any section in the guide pertaining to release of documents originally 
supplied by a petitioner will be changed. In the interim, please clarify any uncertainties 
through your supervisor. 
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USCIS FOIA INFORMATION BULLETIN 

March 29, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added a new section 8. 13 to the FOIA/PA Assistant ’s Guide as follows 
(new information in red): 

8.13 REQUESTS: Inmate in Federal Custody 

The Bureau of Prisons (BOP), an agency of the US. Department of Justice, will not 
deliver incoming mail to a person housed in their custody unless it contains the 
subject’s Register Number. Upon entry into BOP custody , each inmate is assigned an 
eight digit Register Number (i.e. xxxxx-xxx)by which he/she is identified throughout 
his/her commitment. The first five digits are unique identifiers for that specific inmate, 
the last three digits, separated from the first five by a dash, indicate the jurisdiction from 
which the inmate originally entered the corrections system. It is imperative that the 
correspondence contain the Register Number in the proper format. BOP Register 
numbers are created for the subjects in the name in which they received a conviction 
sentence from a federal court or a legal document charging them of an immigration 
violation and/or removal. This name could be their birth name or an alias name. 

ICE will not deliver mail to an ICE detainee unless we include the alien number in the 
address. Please include the alien number in the address of an ICE detainee, if you are 
addressing correspondence to the alien in the ICE detention facility. In order to avoid PII 
spills, OA will prepare an outer envelope without the alien number and mail it in that. 


We have changed section 12.2 of the FOIA/PA Assistant ’s Guide as follows (new 
information in red, d e l e t e d portion in strik e through ): 

Choos e th e track according to what th e r e qu e st e r ask e d for. Create as Track 1, category 
OTHER. 


We have changed section 12.7.14 of the FOIA/PA Assistant’s Guide as follows 
(new information in red), d e l e t e d portion in strik e through ): 
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th e cas e cr e ator will n ee d to follow th e st e ps outlin e d b e low, create as Track 1, category 
OTHER. 


We have added a new section 27.48 to the Processing Guide as follows (new 
information in red): 


27.48 Record of Information Disclosure (Privacy Act), Form G-658 

Please mark Form G-658 Out of Scope if the “Disclosed to” agency is law enforcement 
or intelligence community. If the “Disclosed to” agency is for purposes of obtaining a 
benefit, please fully release. A listing of intelligence community agencies is at section 
28.01 b. If you are unsure of the nature of the disclosure, please consult a supervisor. 


We have made a change to Appendix H of the Processing Guide as follows 
(new information in red, d e l e t e d portion in strikethrough ): 


If you are processing under FOIA and the subject of record filed the 1-485, please fully 
release it, unless there are protected systems check results on the first page, withhold third 
party information on th e 1 185 on r e qu e sts mad e by th e subj e ct of the fil e or by an 
attom e y/r e pr e s e ntativ e if cons e nt is not pr e s e nt. 
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USCIS FOIA INFORMATION BULLETIN 

March 28, 2016 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance and 
Customer Service Group as a communication tool regarding current information of use and 
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about bulletin 
topics. 

We have updated and changed the name of section 12 18 16 Creating staffing 
and Acknowledgement letters for ELIS cases to Creating Staffing and Acknowledgement letters 
for ELIS2 cases of the FOIA/PA Assistant’s Guide as follows (new information in red, deleted 
information in strikethrough): 

NOTE: All forms have either migrated to ELIS2 or are handled outside of Legacy ELIS. 

Any references from this point on refer to ELIS2. 

Any time you create an ELIS2 staffing, please send an e-mail to NRC, FOIA QA-CS and copy 
Tracy Bellisime. The subject of the e-mail should be “ELIS 2 staffing” and the body of the e- 
mail should be the case number. 

(Th e updat e d slid e shows; ELIS R e s e arch Staff R e dact — ELIS, and ELIS R e s e arch Staff R e dact 
- PCQS can b e found at O:\FOIA\FOIA Library\Cas e Cr e at e R e f e r e nc e s, also in Conn e ct and 
EQty 

12.18.16 Creating Staffing and Acknowledgement letters for ELIS2 cases 
12.18.16.1 Deleted 

Step 1: Find the IOE Receipt Number 

Whenever you create a case, please check both the ELIS and ELIS2 blocks in PCQS to search 
for ELIS information the IOE Receipt number. 


SsK'.fi: Ctfeild : 





Search Type ::::::: Aiisn Nurr.ner 


; ."Select Ail 



£ AOOWKffiBd 


: arii 

r.-cums 4 

eClSC 0 R - R LI A C 3 



I';':: ATS-P Enfoy-Etit 

l .: : CPtvis 

T-EUS 



BBSS 

DGJ-EOiR 

m ELIS2- 



: • fiGIS 

i: : 'DeS-CCU 

:’.T EMFCRCE 



claims 3 W? 

: eCI3COR-C3-LAM 

UEOIR 
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If you get a response of “Person Found In: ELIS2,” please click twic e check the box and click 
“Search Selected Persons” to get your IOE Receipt number. 


Scari&sp: 

. Seal'd} ^ r :^tedPe r !^!tS; . 





ID : 

iD Type- 

i Last feme 


DatecfShth 

Perscn rccndin 


USCIS Account ID 

Enright 

Reed 

04- 

hL!32 




You will come to the page below, “Activities Search Results ” Please copy the IOE Receipt 
number. 


Copy IOE Receipt number 


AcfviSes Search Resuts f 

Last to First to III Source Rate If 

iy 

Dfscnpaon MlyDate 

1 Enright Reel : m m>m 

m\ R^^st-Csns^fsficn efOfc^ic 

’1 for Cliifel ^rivals I0£P Igl^pioil Cass 


i. 

Cawaa iffiagps j VswSddedfe&aes 


12.18.16.2 Deleted 

Step 2: Is the case open or closed? 

To d e t e rmin e what languag e (if any) g e ts copi e d and past e d into th e Staffing and 
Acknowl e dgm e nt l e tt e rs, you hav e to know two things: 

1. Is this a s e lf - r e qu e st or a r e qu e st from Attorn e y /R e pr e s e ntativ e /Oth e rs? 

2. Is th e cas e op e n or clos e d? 

You can see if the case is open or closed on the ELIS Case Info screen. If you double - click the person's 
information in PCQS (sam e plac e wh e r e you copi e d th e IOE numb e r abov e ), th e "Primary Applicant 
Summary' default s creen will display. 

Using this same Activities Search Results section, check the box on the ELIS2 line, then click 
“View Selected Activities.” 


Acivses 

Last to 

First to Bom Source Role if§ 


Descnpcsja ■ ictiylySate 

Enright 

RsmI elOte^di^ ferClii 

Mitels 

IGEOSii Sin*;£le-A|}plic 3 nl Cass 
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Pl e as e click to display th e “Cas e Info” scr ee n. On th e l e ft sid e of th e Cas e Info scr ee n, you’ll s ee 
a cat e gory call e d “Cas e Stat e .” Across from th e Cas e Stat e , you’ll s ee on e of four options: 

A - A - ee e pt e d 

B. Optimiz e d 

C. R e op e n e d 

D. Clos e d 

On the ELIS2 details screen, find the “Case State” in the “Account Header” section. 

If the case state is accepted, optimized or reopened, your case is open. Clos e d m e ans clos e d . 



NOTE: The Case State can also be found in the Case Details section of your screen print. 
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12.18.16.3 Deleted 


Step 3: Create the Case/Put IOE Receipt Number in Topic Line 


Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number into the 
“Topic” line on the FIPS worksheet. 







III' 







Topic Line 



NOTE: Putting the IOE Receipt number in the Topic line is the only way we have to track ELIS 
and ELIS2 cases. 


Next, e ith e r create an 


staffing to the correct File Control Office. 


Step 4: Is your requestor an attorney/representative or is this a self-request? 

If you answered “yes” to either choice, go to Step 5a(l) to create your Staffing and 
Acknowledgement letters. You will be inserting specific language into both letters. 

If the requestor is other than an attomey/representative or a request from the subject of record, go 
to Step 5b(l) to change your Staffing letter only. There is no change to the Acknowledgement 
letter. 

A wife requesting her husband’s file is an example of an “other.” 

If the case is closed (see example below), it doesn’t matter who the requester is. 

Goto Step 5b(l). 
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Step 5a(l): Staffing letter 

Open cases from Attorney/Representatives or self-requests: 

• Replace the Alien number at the top and bottom of the page with the IOE Receipt number 

• Replace the first part of the second bullet which reads “Send a copy of all responsive 
documents to the FOIA office in their entirety,” with the sentence, “Send a copy of the 
Case Details and Case History tabs (expand all), any restricted content, and any risk 
resolution memo.” 

• Do not replace “DO NOT MAKE REDACTIONS.” Leave it at the end of the second bullet. 

Before: 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

Alien #: 2 

Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 
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• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 


Freedom of Information/Privacy Act Request, NRC2016 
Alien #: 2 

Subject Name: Reed Enright 


After: 

MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of the Case Details and Case History tabs (expand all), any restricted 
content, and any risk resolution memo. DO NOT MAKE REDACTIONS. 


Freedom of Information/Privacy Act Request, NRC2016 
IOEXXXXXXXXX 
Subject Name: Reed Enright 

Step 5a(2): Acknowledgement letter 

Open cases from Attorney/Representatives or self-requests: 


4053 



• Add the paragraph, “From the USCIS Electronic Immigration System (ELIS) you 
may download the case intake snapshot, case evidence, and correspondence (e.g. 
any G-28 Representation or Withdrawal request) from your Case Details screen,” 
between the fee and CD paragraphs. 

Example: 

In accordance with Department of Homeland Security Regulations (6 C.F.R. § 5.3(c)), your 
request is deemed to constitute an agreement to pay any fees that may be chargeable up to 
$25.00. Fees may be charged for searching for records sought at the respective clerical, 
professional, and/or managerial rates of $4.00/$7.00/$10.25 per quarter hour, and for duplication 
of copies at the rate of $. 10 per copy. The first 100 copies and two hours of search time are not 
charged, and the remaining combined charges for search and duplication must exceed $14.00 
before we will charge you any fees. Most requests do not require any fees; however, if fees in 
excess of $25.00 are required, we will notify you beforehand. 

From the USCIS Electronic Immigration System (ELIS) you may download the case intake 
snapshot, case evidence, and correspondence (e.g. any G-28 Representation or Withdrawal 
request) from your Case Details screen. 

This office will be providing your records on a Compact Disc (CD) for use on your personal 
computer. The CD is readable on all computers through the use of Adobe Acrobat software. A 
version of Adobe Acrobat will be included on the CD. Your records can be viewed on your 
computer screen and can be printed onto paper. Only records 15 pages or more are eligible for 
CD printing. To request your responsive records on paper, please include your control number 
and write to the above address Attention: FOIA/PA Officer, or fax them to (816) 350-5785. 


Step 5b(l): Staffing letter 

All closed cases or cases from others (not Attorney/Representatives nor self- 
requests): 

* Replace the Alien number with the IOE Receipt number at the top and bottom of 
the letter only. Do not replace the second bullet. 
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Example: 


MEMORANDUM FOR: 

NSC 

P.O.BOX 82521 
LINCOLN, NE 68501-2521 

ATTN: via email 

nsc,foiafilereq 

FROM: NRC FOIA/PA 

SUBJECT : Freedom of Information /Privacy Act Request NRC20 1 6 

IOEXXXXXXXXX 
Subject Name: Reed Enright 

The attached FOIA/PA request is forwarded to your office for action. Due to the subject matter, 
there is a high probability your office will have records responsive to the request. 


• Please conduct a thorough search for all responsive records physically in, and within the 
functional purview of your office. 

• Send a copy of all responsive documents to the FOIA office in their entirety. DO NOT 

MAKE REDACTIONS. 


Freedom of Information/Privacy Act Request, NRC20160 
IOEXXXXXXXXX 
Subject Name: Reed Enright 


Step 5b(2): Acknowledgement letter 

All closed cases or cases from others (not Attorney/Representatives nor self- 
requests): 

There is n o chang e to the Acknowledgement letter 


ELIS FAQ’s 

Q: The NFTS screen print says that ELIS is consolidated into a T-file. How do I fill out the Staffing 
Sheet? 

A: If ELIS is consolidated into an A or T-file per NFTS, do not replace the A-number with the IOE 
receipt number or replace the second bullet. Create as a normal case (not in ELIS), except don’t 
forget to add the IOE Receipt number to the FIPS worksheet. 
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Q: Which FCOs adjudicate the Form 1-90? 

A: MSC/NBC, SSC and WSC. . . check NFTS for the correct staffing. 
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USCIS FOIA INFORMATION BULLETIN 

March 28, 2014 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added additional instruction to section 7. 1 of the FOIA/PA Assistant’s Guide as 
follows. (Deleted information in Strik e through , new infomiation in red): 

7.1 Certification of agreement of parents or guardians 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them- the requester as a legal parent. If guardians file on behalf 
of their wards, they must submit proof of guardianship. No certification of agreement is 
necessary from the minor child or the person judicially determined to be incompetent, 
however the parent/guardian must provide his or her own verification of identity that is 
notarized or signed under penalty of perjury [6C.F.R. § 5.21(e)], 

Please note: if the request references a baby from Vietnam, Cambodia, Guatemala, 

Nepal or Ethiopia, please refer to section 8.23 of this guide. If the requester is a 
prospective adoptive parent, we will provide any documents concerning them. If unsure, 
please consult a supervisor. 
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USCIS FOIA INFORMATION BULLETIN 

March 23, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


Added a new bullet to the “Note:” list of Section 7. DECISION TO PROCESS AS 
FOIA OR PA of the Processing Guide: 

• Please look for documentation other than form 1-551, the Permanent Resident 
Alien card, since there is frequently a counterfeit or photo-substituted 1-551 that 
CBP has confiscated within a file. If there is no other documentation of lawful 
permanent residence, you may process the case as PA if the CARD information in 
CIS or PCQS matches the information on the 1-551 AND your supervisor has 
seen the information and agrees with you. If you are processing as PA under 
those circumstances, please add that information to your summary discussion. 


We have made two changes to Appendix C, Processing Tables, as follows: 


Initials (not law enforcement 
function or refugee officer) 

Release 

Release 

Names and initials of refugee 
officers (except on 
correspondence mailed to the 
refugee) 

(b)(6) 

Release 
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USCIS FOIA INFORMATION BULLETIN 

March 22, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added a new section 27.43 .i to the Processing Guide as follows (new 
information in red): 

27.43. i PCQS records - sometimes you will see PCQS screen prints as 



We have changed Appendix C of the Processing Guide as follows (new 
information in red): 


Notice to Appear, 1-862 
(multi page document) 


Withhold in full if 
document has not (b)(5) and 

been served - or if (b)(7)(C) if 

prepared by ICE, applicable 

refer to ICE 


(d)(5), (k)(2), 
(b)(5) and 
(b)(7)(C) 
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If not ICE and 

documents have been Release 
served 


Release 


We have again re-written Section 27.3 \.a of the Processing Guide as follows 
(new information in red)( d e l e t e d information in strik e through ): 


27.3 1 .a Most files contain third party supporting documents and PII. If 

you are processing a Privacy Act case, third party supporting documents and PII are 
not an issue because you will be releasing the information. 

If you are processing a FOIA, generally, the rule is to fully release supporting 
documents which the subject of record is a party to, which were completed by the 
subject of record, or which the subject of record signed. The rest of section 27.3 1 
deals with specific types of supporting documents and exceptions to the general 
rule. 

If you are processing a FOIA, generally, the rule is no consent = no 
information. The two major exceptions to the general rule are: 

i. Information released elsewhere in the file, and 

ii. Marked court exhibits. There are exceptions, which you can find in 
section 27.3 1 i. 

We consider applications and petitions differently than we consider supporting 
documents. For specific instructions on applications and petitions, please refer to 
Appendix H. 


If 

• — th e cas e is a FOIA and 

• — if th e docum e nt was provid e d by th e subj e ct of r e cord, and 
« — if it is a first party r e qu e st or 

• — if it is a third party r e qu e st with cons e nt from th e subj e ct of 
r e cord, 

* — th e n you may r e l e as e third party PII on docum e nts 
provid e d by th e subj e ct of r e cord, and 
* — that also constitut e s r e l e as e of thos e e l e m e nts of PII 
throughout th e fil e . 

At th e same tim e , w e must consid e r cl e arly unwarrant e d invasion 
of p e rsonal privacy. 
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USCIS FOIA INFORMATION BULLETIN 


March 21, 2014 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added additional instruction to section 27.25 .b of the Processing Guide as 
follows (new information in red): 

27.25.b FBI Systems Check Results 

FBI uses the following result codes which you should redact: 

No Record: NR, ND or NP 

Positive Response: PR, DS, RP, OC or RF 

Unknown Response: UN 

The following codes do not indicate any result, and you may release them: 


Pending: IP or H 

Duplicate: DD or D 

Request Cancelled: RC 

Error: E 
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USCIS FOIA INFORMATION BULLETIN 

March 15, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have revised section 27.3 1 a of the Processing Guide as follows (new 
information in red)( d e l e t e d information in strik e through ); 

27.3 1 .a Most files contain third party documents and PII. 

If 

* the case is a FOIA and 

«• if the document was provided by the subject of record, and 

* if it is a first party request or 

* if it is a third party request with consent from the subject of record, 

* then you may release third party PII on documents provided by the subject of 
record, and 

* that also constitutes release of those elements of PII throughout the file. 

At the same time, we must consider clearly unwarranted invasion of personal privacy. 

If 

* the case is a FOIA and 

* if the document was not provided by the subject of record, and 

* if there is sensitive third party PII on that document, and 

* if we do not have FOIA consent from the third party, and 

* if the PII is not already released somewhere else in the file, 

* then we should withhold sensitive third party information, citing Exemption 

(b)(6). 

W e - s hottl -d- fally - wit - hho l- d - th i s - information u n l e ss - ^v e-e a t- H e l l- k - w a s- p r e v i de d - te -u s 
by th e subj e ct of th e fil e if it is a first party FOIA r e qu e st. Wh e th e r to disclos e or 
r e l e as e third party docum e nts in a FOIA cas e hing e s on cons e nt. 


We have added a new section 27.42.g to the Processing Guide as follows (new 
information in red): 
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27.42.g Asylum and NACARA § 203 Background Identity and Security 
Checklist is used by asylum offices. There is more than one version. On the 
example below, we have withheld EARM, IBIS and US- VISIT results because 
they are protected systems. US-VISIT has instructed us to withhold any US- 
VISIT results because those results could identify KST or watchlist individuals. 
We withhold the CCD block, first because the information belongs to State 
Department, and second, because there is a check box for derogatory visa 
application information. We release the FBI results because we have a 
Memorandum of Instruction from FBI telling us we may release FBI information 
about a subject after we have confirmed that it relates to the subject. We do not 
fully withhold this form because of our legal obligation under the FOIA to release 
non-exempt information when it is reasonably segregable. Note, in the example 
below, we cited Exemptions (b)(7)(C) and (b)(7)(E). If the case is a PA, please 
also cite (k)(2). 
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We have added a new section 27.43.h to the Processing Guide as follows (new 
information in red): 


27.43. h SEACATS - Before DHS, the Seized Asset and Case Tracking 

System was owned by Department of the Treasury, US Customs Service. After 
2003, SEACATS passed under CBP control. Usually, these screens will belong 
to CBP, and if so, you should redact the TID as well as any law enforcement 
names and identifiers, citing Exemption (b)(7)(C) or if PA, Exemptions (k)(2) and 
(b)(7)(C). If the SEACATS record belongs to ICE, please refer it to ICE. 
Examples below: 
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USCIS FOIA INFORMATION BULLETIN 

March 10, 2016 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance and 
Customer Service Group as a communication tool regarding current information of use and 
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about bulletin 
topics. 

We have updated section 15. bond obligors - immigration or criminal 

BONDS of the Processing Guide as follows (new information in red, d e l e t e d information in 
strik e through ): 


15. BOND OBLIGORS - IMMIGRATION OR CRIMINAL BONDS 

Criminal bonds are bonds posted by individuals or bail bondsmen relating to non-immigration 
violations of the law. 

Immigration bond obligors are surety companies who have posted an immigration bond (Form I- 
352) for an alien who has been taken into custody by the Service. If the alien fails to attend his or 
her hearing, then he or she forfeits the bond. 

These requests previously were processed by Immigration and Customs Enforcement. 

We will now process bond obligor requests under FOIA. 

Since there is no certification of agreement provided with bond obligor cases, we will close these 
as a TD. 

Please refer to Section 27.11 Total Denial. 

Immigration Bond obligors ar e sur e ty compani e s who hav e post e d an immigration bond (Form I 
352) for an ali e n who has b ee n tak e n into custody by th e S e rvic e . If th e ali e n fails to att e nd his 
h e aring, th e n th e bond is forf e it e d. Und e r th e court cas e Amwest Surely v. Reno, No. 93 3256 
JSL (Shx) (C.D. CA., Jun e 22, 1995), th e sur e ty compani e s, or th e ir attorn e ys, ar e e ntitl e d to a 
partial copy of th e ali e n’s fil e to assist th e m in locating th e ali e n. Th e s e typ e s of r e qu e sts ar e 
proc e ss e d by Immigration and Customs Enforc e m e nt. Immigration bonds may also b e post e d by 
individuals. How e v e r, individuals ar e not cov e r e d und e r th e court cas e . 

Criminal bonds ar e bonds that hav e b ee n post e d by individuals or bail bondsm e n r e lating to non 
immigration violations of th e law. This typ e of bond obligor is only e ntitl e d to proof of 
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USCIS FOIA INFORMATION BULLETIN 

March 8, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have revised section 6.3 . 1 . 1 of the FOIA/PA Assistant ’s Guide as follows 
( deleted information in strik e through )(new information in red): 

6.3 .1.1 Track 1 - 

Select Track 1 if the request is for: r e qu e sts for r e c e ipt fil e s and r e qu e sts for 
partial r e cords such as 

• a specific document, or 

• if your search yields only a receipt file or 

• if the only responsive record is screen prints. 

Any time you have a RAFACS-only staffing, you should create the case as 
Track 1. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you must evaluate more carefully - 
please refer to section 8.24 SITUATION: Requests for Asylum or Refugee 
documentation) . 


6 . 3 . 1 . 1.1 If the request is for a specific document, please select the 
category Specific Documents and make the case a Track 1 . The third 
paragraph of the acknowledgement letter sent to the requester must 
contain the following paragraph and it must be modified to show the 
specific documents requested: 

We respond to requests on a first-in, first-out basis and on a multi-track system. 
Your request has been placed in the simple track (Track 1). “You specifically 
requested [enter specific document information here]. If you would like a copy 
of all your records, please send a written request to the address above, otherwise 
you will receive only the documents you specified.” 

You should modify the specific document language in the 
acknowledgement letter should to be as close as possible to the way it was 
stated in the request. 
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6.3.1. 1.2 If the request is for a specific document, continue to create the 
case in Track 1 as Specific Documents. If the requester responds that he 
or she needs the whole file, a FOIA/PA Assistant or Public Information 
Specialist working in Records Locator (which we will refer to as RL) or 
the Research queue can change it to Track 2 at that time. See section 34 
for instructions on how to change tracks. 


We have revised section 6. 3. 4. 2 of the FOIA/PA Assistant’s Guide as follows 
( 4e l ^ed4f4Armat i ^u -- if i- s - tf -i k eth reugh )(new' information in red): 

6.3.4.2 Specific Documents - The requester is asking for specific 
documents, such as a copy of a receipt file, an application or a copy of his 
or her naturalization certificate. A Specific Document case is a Track 1 
case , - and vic e v e rsa . As a rule, you should create a case as Specific 
Documents if the requester is asking for up to three documents. If a 
requester is asking for an asylum application and supporting documents, 
or refugee documents you should create it as Asylum, Track 2, or a 
refugee request as Alien file, Track 2. 

You must update the language in any Track 1 cas e Specific Document 
request to specify what documents have been requested. See section 9 for 
CBP and ICE referrals. 

We have revised section 7. 3. 4. 6 of the FOIA/PA Assistant’s Guide as follows 
( del^ed -- iftfi&r - m - at i- ei : i -- ift - s - tf i ket - hrough )(new information in red): 

7.3.4.6 The acknowledgement letter has a third page. Do not change the wording 
on the acknowledgement page without specific supervisory instruction to do so unless 
it is a Track 1 Specific Document Request. In Track 1 cas e s For Specific Document 
Requests we modify the acknowledgement (ack) letter by adding the specific 
documents language. You may add information after the “Other” checkbox to clarify 
what information we need. Double-click in the area you need additional information, 
select the radio button marked “Checked” and then click OK for each item of 
information you need. 

We have revised section 9.1 of the FOIA/PA Assistant’s Guide as follows ( deleted 

RF to ICE (Please note: refer to ICE if you found no other record and this is not a 
Records Indexing Staffing situation - see section 12.7.5) 

Criminal history 
Drug smuggling 
Human trafficking 


4071 



D e portation 

Information about SEVIS 
F, J, or M Visa requests 

We have added the following guidance to section 12 of the FOIA/PA Assistant’s 
Guide: 

If the requester asked for Complete Alien File and provided an A-number, we will staff 
for that A-number only, unless 

* The number they provided was wrong, or 

* The A-number they gave us is for a file that has been lost for more than nine 
months, or 

* The number they provided was between 86 million and 86,900,000, or 
« The number they provided was a 100 million series. 


We have revised section 18 of the FOIA/PA Assistant’s Guide as follows ( d e l e t e d 
i - nf e rR^t i en4n -- st - r - ike t h f eu - gh )(new information in red): 

You may have some modifications to make to the letter. If you hav e s e l e ct e d Track I lf it 
is a request for Specific Documents, please delete the words “Specific Doc Information” 
and specify what they are requesting. Word it as closely to their description as possible 
while maintaining proper grammar and punctuation. 


W e have revised Appendix J of the FOIA/PA Assistant ’s Guide as follows ( dele t ed 

3w information in red): 


Make sure you are marking the correct track and it matches the category. Specific 
requests for 3 documents or less are track 1 cases, except in asylum or refugee cases. 
You must add the specific language on the request (or as close as possible to their 
language) to the track 1 acknowledgment letter if it is a request for Specific Documents. 


We have rewritten section 27.30 of the Processing Guide as follows (new 
information in red): 


If you are processing a case under the Privacy Act, you may not hold information under 
FOIA Exemptions (b)(3) or (b)(6), and so you will be releasing tax returns. 

If you are processing case under the FOIA and you see a personal tax return, (not a 
corporate tax return), the following rules apply: 

1 . If there is a joint tax return in the file and the subject of record is party to the 
return, we release it in full, including worksheets. If there is a joint tax return in 
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the file and the subject of record is party to the return, we release all W-2’s that go 
with that year’s joint tax return in full. 

2. If there is a joint tax return in the file and the subject of record is not party to the 
return and we do not have FOIA consent from that individual (for example, it was 
filed w/I-864 affidavit of support or possibly with an 1-140) then we must PD the 
return and only release the name of the person who filed the 1-864 or 1-140. We 
fully withhold the spouse’s information, including their W-2’s if they are not part 
of the I-864/I-140. 

3. Fully withhold the Earned Income Credit sheet of a third party when there is no 
consent. Release of any part of the form would provide sensitive information 
about the third party’s economic status. 


If you are processing a case under the FOIA and you see a corporate tax return, IRS Form 
1 120 (but not a personal tax return with an attached Schedule C), the following rules 
apply: 

1 . Companies in general do not have personal privacy protection, so if the petitioner 
is a company, you do not need the company’s consent and you may release most 
information about the company. You should still protect any information that 
would reveal information about compensation of officers, citing Exemption 

(b)(6). 

2. If you find evidence that the subject who requested the file worked for the 
company, release the Employer Identification Number to the subject. Otherwise, 
you should withhold the employer’s Employer Identification Number citing 
Exemption (b)(3) and § 6103 of 26 USC, but release the remaining information on 
this form to the requester. 

3. Even if the subject worked for the company, the company’s tax return may have 
been prepared by an accounting firm that lists their Employer Identification 
Number. Please withhold the accounting firm’s Employer Identification Number, 
citing Exemption (b)(3) and § 6103 of 26 USC. If you are processing under 
FOIA, and if the accountant is an individual who lists his or her social security 
number, you should protect that number, citing Exemption (b)(6). 

4. The Preparer Tax Identification Number, or PTIN, is a number issued by IRS to 
paid tax return preparers who do not wish to disclose their social security number 
on returns they prepare. A PTIN is a letter followed by eight digits. You should 
release that number. However - if they do not have an IRS-issued PTIN, IRS 
requires that paid tax preparers enter their social security number in that block. If 
the number in the PTIN block is nine digits, please withhold that number, citing 
Exemption (b)(6). 

R e dact third party docum e nts such as W2’s, and tax r e turns in part, submitt e d with th e 
Affidavit of support. R e l e as e th e nam e of th e docum e nt and th e nam e s of th e individual. 
R e l e ase th e docum e nt if cons e nt of th e subj e ct or th e third party is pr e s e nt. 
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Fully r e l e as e th e tax r e turn if th e subj e ct of th e fil e or r e qu e st e r is a party to it. Partially 
withhold th e tax r e turn if th e subj e ct of th e fil e is not a party to it, including a subj e ct 
list e d as a d e p e nd e nt. 

If you ar e proc e ssing a FOIA cas e , fully withhold th e Earn e d Incom e Cr e dit sh ee t of a 
third party wh e n th e r e is no cons e nt. R e l e as e of any part of th e form would provid e 
s e nsitiv e information about th e third party’s e conomic status. 


We have revised Appendix C of the Processing Guide as follows (deleted 


information in strikethrough )(new information in red): 


TITLE/SUBJECT 

TYPE OF 
INFORMATION 

FOIA 

EXEMPTION 

PA 

EXEMPTION 

NCIC/NLETS View 
Messages 

CBP law enforcement 
names — or WIF if the 
results do not relate to 
the subject. If ICE 
record, refer to ICE. 

Law enforcement 
names and identifiers 

(b)(7)(C) 

mi 

(b)(7)(C) 

TECS II External Message 
Display, Interstate 
Identification Index 

Law enforcement 
names and identifiers 

(b)(7)(C) 

mi 

(b)(7)(C) 


If not ICE and it is a 
continuation of a 
served document, 
release. 



Continuation Page, Form I- 
831 

If not ICE and it is a 
continuation of an 
unserved document, 
Law enforcement 
names and identifiers 

(b)(7)(C) 

mi 

(b)(7)(C) 


If ICE, refer to ICE. 
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USCIS FOIA INFORMATION BULLETIN 

March 7, 2014 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added additional instruction to section 6.3. 1.1.1 of the FOIA/PA Assistant's 
Guide as follows (new information in red): 

You should modify the specific document language in the acknowledgement 
letter should to be as close as possible to the way it was stated in the request. 
Otherwise, if the request is Track 1, but is not a request for specific documents, 
please delete the two sentences that address specific documents (bolded in the 

Information’" in your acknowledgment lei ter. 


We have added a new section 7.6, Power of Attorney, to the FOIA/PA Assistant’s 
Guide as follows (new information in red): 


A power of attorney is a document in which one person appoints another person to act as 
an agent on his or her behalf. A requester may submit a power of attorney with a request, 
and we may consider it. 

The requester may have provided adequate certification of agreement on the Form G-639 
or elsewhere in the request, and if so, we do not need to evaluate the validity of the power 
of attorney. 

A power of attorney cannot override either the requirement for verification of identity in 
6 CFR § 5.21(d) or the requirement for certification of agreement in 6 CFR § 5.21(f). 

The subject of record must have signed the power of attorney. In order to meet the 6 
CFR § 5.21(d) requirement, the power of attorney must list the subject of record's name, 

notarized or made under penalty of perjury. 

If the requester did not provide certification of agreement on the G-639 or on some other 
document, only then we should look for certification of agreement on a power of 
attorney. The wording on the Power of Attorney must meet the 6 CFR § 5.21(f) 
requirement, for example: 
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record pertaining to me that appears in any system of records of USCIS, USCBP, 


If you are unsure if the wording is sufficient to meet the requirement, please contact a 
supervisor. 

If the subject of record is not alive, a power of attorney is irrelevant. If the requester 
states that the subject of record is deceased, please refer to section 7.5 of this guide. 

We cannot consider a power of attorney describing blanket authority without specific 
mention of delegated authority to request USCIS records. We cannot consider a power of 
attorney with no expiration date or a power of attorney with an indefinite expiration date. 

If it is expired, the power of attorney is invalid, even if it met all the § 5.21 requirements. 
We are not legally covered if we honor an expired power of attorney. 

If the requester provided adequate certification of agreement and verification of identity 
elsewhere in the request, such as on Form G-639 or on a separate document, any attached 
power of attorney is irrelevant, whether or not it is valid. 


We have added new instruction to Section 9.2, Redirection (RD), of the FOIA/PA 
Assistant’s Guide as follows (new information in red): 

USCIS forwards the following forms (and no others) to the National Visa Center: 

I-129F Petition for Alien Fiance(e) 

1-130 Petition for Alien Relative 

1-140 Immigrant Petition for Alien Worker 

1-360 Petition for Amerasian, Widow(er), or Special Immigrant 

1-526 Immigrant Petition by Alien Entrepreneur 

1-600 Petition to Classify Orphan as an Immediate Relative 

1-73 0 Refugee/Asylee Relative Petition 

1-800 Petition to Classify Convention Adoptee as an Immediate Relative 

Please check CLAIMS or PCQS for the form number. If it is not one of those forms, we 
do not RD the case to NYC. 


will not RD the case to NYC. Please refer to section 12.7.14 of this guide. 


We have added new instruction to Section 12.7.14, Referral, of the FOIA/PA 
Assistant’s Guide as follows ( d e l e t e d information in strik e through new information in 
red): 



This is only if there is no A Number and you have checked and the receipt file is not 

Section 12.7.14 is only for files that NFTS shows Lost, Destroyed or Rejected or if 
we receive a staffing response mymg “File caimot locate / 5 
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USCIS FOIA INFORMATION BULLETIN 

March 2, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 

Note: We have made only two changes to the FOIA/PA Assistant’s Guide in this 
bulletin. The second changed involved re-writing several pages, deleting old examples 
and adding new ones, which is why this Information Bulletin is eight pages. 

1 st Channel We have re-written section 6.3.5 of the FOIA/PA Assistant’s Guide, as 
follows: 

6.3.5 Bureau 

The three possible selections for Bureau are: 

ICE - Please select ICE if you are staffing to any ICE location, for example 
OPLA, DRO or SAC. There may be other ICE locations, and if you are 
unsure, please consult your supervisor. 

CIS - Used for all other categories. This is the default in FIPS. 

CBP - Please select CBP if the request pertains specifically to documents 
relating to the Border Patrol, incident reports relating to apprehension, entry 
without inspection (EWI), smuggled humans, mobile patrol group, voluntary 
return, repatriation, checkpoints, entry/exit information, inspection, Port of 
Entry (POE), legacy customs or legacy inspections. Key words that you 
could see on a request relating to CBP are inspection, Port of Entry, Bridge of 
the Americas, Friendship Bridge, and smuggled goods. Note: If request is 
for entry/exit information and the reauester/subiect provided an alien 
number, request the file. 


2 nd Change: We have re-written section 7.3 Reasonable Description of Records Being 
Sought of the FOIA/PA Assistant’s Guide, as follows: 

If the requester provided all e l e m e nts r e quir e d by 6 CFR § 5.21(d), full name, COB, 

DOB and a notarized signature or signature under penalty of perjury but did not provide 
an alien number or receipt number, you may still request a file if there is only one match 
and there is no other indicator that it may not be the correct subject of record. 

An “unperfected request” applies when any of the required elements (full name, DOB, 
COB, notarized signature or signature under penalty of perjury) is missing. In a situation 
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like this, we do not have a reasonable description of the records the requester wants. We 
will have to s e nd for additional r e qu e st e r docum e ntation , close the case as an 
Unperfected Request. 

Since FIPS does not generate an Unperfected Request letter, there are a few extra steps. 
First, please open the Failure to Comply (FC) letter and delete the body after the first 
paragraph. Next, you’ll open the Unperfected Request letter and insert the applicable 
paragraphs into the FC letter. Finally, you’ll send the case to Up-front Approver. You 
will not request a file. 

* — Ali e n Numb e r (if known) 

* — Application/P e tition R e c e ipt Numb e r (if known) 

Additionally, w e may ask for it e ms of information such as moth e r’s and fath e r’s nam e s. 
Th e r e qu e ster is not r e quir e d by law or r e gulation to provid e that information, but if th e 
r e qu e st e r do e s not, w e may b e unabl e to locat e a r e sponsiv e r e cord. 

Pl e as e r e qu e st th e additional PR with your Acknowl e dg e m e nt L e tt e r. Aft e r you cr e at e 
th e acknowl e dgm e nt l e tt e r r e questing additional docum e ntation, do not cr e at e th e fil e 
r e qu e st. In th e “Cont e nts” tab, you will s ee a P e nding slot for R e qu e st e r Docum e ntation. 
S e nd th e cas e to P e nd. Aft e r w e r e c e iv e a r e spons e from th e r e qu e st e r, a FOIA/PA 
Assistant working in R e cords Locator qu e u e will r e qu e st th e fil e . Th e proc e ssor will us e 
th e r e qu e st e d information to v e rify th e r e l e as e of th e corr e ct r e cords. 

Not e : if th e r e qu e st e r marks “unknown,” “non e ” or “N/A” for any e l e m e nt of th e abov e 
PII, pl e as e do not r e qu e st this information as part of th e Acknowl e dg e m e nt L e tt e r. 

Go to the “Tasks” tab and select “ Acknowl e dg e m e nt Final Action Letter” 


Contents Discussions Case Actions 

Search For Duplicate Cases 

Not Started 

Create Additional Cases 

Not Started 

Create File Request 

Not Started 

Ackno wl ed gem ent L etter 

Not Started 

Final Action: Letter 

Not Started 

Specialty Letter vJ 

Not Started 

Status Letter 

Not Started 

Blank Letter 

Not Started 

Interest Letter 

Not Started 

Expedited Denial Letter 

Not Started 

Vaughn Index - Letter 

Not Started 


After selecting “ Acknowl e dg e m e nt Final Action Letter,” the Acknowl e dg e m e nt Final 
Action Letter Options screen will open. Options on this scr ee n will allow you to ask for 
oth e r docum e ntation and will also allow you to add a Track 3 D e nial or Lost Fil e 
paragraph: The Case Info tab displays the Final Action Letter screen. Select “FC: 
Requestor’s failure to comply” from the Final Action Letter list, then click Submit. 
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r i; CR; Completely Rev er sed 
!|CU; Completely Upheld 
|:DP: Duplicate 

ij |& • Created in E rrcr 

.failure to_comp]>« 
ji KlA^FOIA or PA not applicable 
ji PR: Partially Reversed 
: JiRHiRsmard' 

1 1 jj W Q.; Request’ withdrawn 


Ffotf Artton Dependent options 

Records- Needed 

,.i insert Clerk of Co urts/Nahon af Archies paragraph 
j Insert women; married: to US . citizens- paragraph 




Reasons 


’ kedfreds/Referrais 


[Reset] [cancel 


Our only option at that point is to click OK: 


MSMMMMh- Processing 


Successfully generated letter Final Action- Letter- FC 
Click on OK to continue, 



As soon as you do, a File Save pop-up window will appear. Click “Save.” 
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>X"X*XwX4"X"X"X*X"X"XwX*XS*XwX*XS*XwX*XS*XwX*X' 

•XwX*X‘X‘X<*X*X‘X<*X*XS‘X*XwXwX‘X<SwX*X*XwX‘X<*X‘X‘X' 

jin , , 1 

| Save in: 

: mlporter 

-r | a H- 


1 „;a 

i i^.java 

I; Global 360_updown_version 


j >X*.yA 

^Application Data 

^;NRC20 100005 1 1_6_REFERRAL 


| My Recent 

^Desktop 

#;NRC20 100005 11 7 FA PD 


\ Documents 

•yf Favorites 

f JNRC20 1000080 2_3_ONE_P AGE 

| : fT jl : 

iDLDClient 

®;NRC20 10000802 6 AK FOIA 


| 

i i ; Local Settings 

1JNRC20 10000804_3_FA_RF 


j Desktop 

y;3My Documents 

^SNRC20 10000804_4_REFERRAL 

.AGENCY 

| 

:;^My Recent Documents 

#;NRC20 10000806_3_ST AFFING_ 

PDFJCE 


yNetHood 

,:P: NTU5ER 


j 

O Oracle Jar Cache 

£; ntuser.dat 


j My Documents 

PrintHood 




y^SencfTo 



jj : : : 

i^iStart Menu 



|j 

: ^Templates 



ii My Computer 

;@eistream upload 



!| W& 




ii ^ 




i My Network 

i Places 

File name: gHHHffiUj 

warn zi 

; Save : 


Save as type: ^ All files 

w\ 

Cancel i i 

| 





The Acknowl e dg e m e nt FC letter will pop up. Delete the 4 paragraphs shown below: 
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VX Department of Homeland Security 

P.O.Box 648010 

Lee's Sunmut MG 6406 4- 801 U 



US, Citizenship 
and Immigration 
Services 


Dear i Loreaf: 

We received your request fbrinfomiation on [date] , relating to [Subj ect] . 

[The Freedom of Information Act (FOIA), 5 U.S.C. § 552, specifies certain requirements for an access 
Request One of these retirements is that the request must be made in accordance with the agency’ s 
published F0IA regulations. In the Department of Homeland Security (DHS) regulation. Title 6 C.F.R. 

| 5.3 Requirements for Making A Request; the procedures for requesting access to DHS records are 
butllned. See McDonnell v. US. . 4 F.3d 1 227. 1 236 Gd Cir. 1 993) . 

p ecause the records you seek are those of a personal nature, DHS’ re gplations require you to; provide 
Consent from the records subj ect before a disclosure of records can be made. On [Date] we sent 
Correspondence requesting you provide us with proper consent. Proper consent is defined under 6 CFR § 
p.21 as either a notarized sigiature,a signature signed under penalty ofpetjuiy, or proof of death. 

Although you are not reqinired to use fonn G -639 to provide consent, a notarized signature in section 7, or j 
k signature at the bottom of section 8 would fulfill this requirement. 

|Sf : our. case has been closed with no further action taken. If you wish to pursue this request, please provide j 
|the information described by the regulation cited above. The requirements fbr filing a FOIA or PA 
Request are also available for your convenience on our website at www.uscis.gpv. 


Delete 


Sincerely, 


Jill A. Eggjeston 
Director, FOIA Operations 


Go into O:\Foia\FOIA LIBRARY\Case Create References\Case Create 
ReferencesMJnperfected Letter, highlight the 3 paragraphs below and select either 
“Copy” or “CNTRL C.” You will paste these 3 paragraphs into the FC letter. 
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U.5, J)#partmsiit of HumelaM Seemfr 

RQ:.Bok 648010 

Lee's Swindt MO 64064-8010 


February 2, 2012 



US. Citizenship 
and Immigration 
Services 


NRG 


Dear 


We received your request for information on [date], relating to [subject's name] . 

The Freedom of Information Act (FOIA), 5U.S. C, § 552, specifies certain requirements for an access 
request: 0 ne of these requirements is Itiat the request must be made in accordance with the agency's 
published FOIA regulations. In the Department of Homeland Security (DHS) regulation, Title 6 C.F.R. $ 
5.3 Requirements for Making A Request, the procedures for requesting access to DHS records are 
outlined. See McDonnell v. U.S.. 4 F.3d 1 227, 1236 (3d Gin .1993). 

B ecause the records you seek are those of a personal nature, DHS 1 regulations require you to provide 
verification of identity and or consent, if applicable, from the records subject before a disclosure of 
information can be trade. In accordance with 6 CFR § 5.21, verification ofidenti^ consists of a written 
statement from the records subject, stating his/her full name, current address, and date and place of 
birth- Additi onaily, the written statement must be signed by the records sub) ect and the si gnature must 
either be notarized or signed under penalty of perjury. Althou^i it is not required to use Form G-639 
when submitting a FOIA request, anotatized signature in- section 7, or a signature at the bottom of section 
8 of this form would fulfill the rignatui’erequirenieiit. The requested information may alsobe provided 
on a separate sheet of paper as long as the information provided is signed by the records 'subject and the 
signature is notarized or signed under penalty of perjury.: Singly providing a copy of a birth certificate, 
driver - s license, or alien car'd for the records subject: will not fill fill this requirement. 

Tour case has been dosed with no further action taken. If you wish to pursue this request, please provide 
the Information described by the regulation cited above. The requirements of filing a FOIA or PA request 
are also available fpryour convenience: on our :web site at www. usctegoy. 


Sincerely, 



Jill A. Eggleston 
Director, FOIA Operations 


The resulting page will look something like this: 
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In a situation like this, you would not have created a staffing letter. (Note: If this were a 
live case, you would not see a pending Responsive Records slot, as in this example.) 

You save the document, exit Word, and check the document in: 


i- :iKdAsAr:^ : fcrW;*i:-:f;C 




:Y|r >>;.>: ^ '•* ' 







After this, you send the case to “Up-front Approver.” 



The Up-front Approver will either close the case or return it for further action. 
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USCIS FOIA INFORMATION BULLETIN 

March 1, 2013 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added an explanation to section 28. 14 of the Processing Guide as 
follows: 


QUESTION: What about a court document that was served on ICE? 


Let’s take the following example: 

On page 210, we have the following court document: 

• » 


'Ffemamto SBN mm 

Esq, SEN 

La#* <>£ ELC 

l&S-We# Qfymp&'BM, !®B 

tm OMwm. $. 

united mmm muMuimr mjmtfm 

SscscuttVE owim wm immigration review 

<$>$ Wmm ©LIVE STREET, SUITE 3 m 

los mmim t mjmrnsmmu 








IN REMOVAL PROCEEDINGS 


next MASTER hearing & 
Qxr&mminw p 

HONORABl^jUDGiF •"> *>. 
mmmiti QU 


additional documents in support op temporary motected 

STATUS 


On page 212, we have a certificate of service to ICE: 
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CERTIFICATE OF SERVICE 


4 4s*.t m jw«<i by Ew54-#iiv«y AdditoOrsai Dasataaws its 

support afTcffiporaty Pmteescd Status «fw« M Otik* of sfea ClM Cssask, US. Inmigm-orn 
& Oiw» lisfe<E«»sEtA u <$£ $ Oiiw, 5*5, k Los Aagete$ v CA $08R 


:S^st4 skfc* pesa^f M ppty * im Angles. CaSlooua 



kf F«f»a?id*Ro!T!0 & AssecJstes, PLC- 
162$ West- Oljfiwpk Biv-4, Sake 1035 
Los Ao|«ks. CA 9601 5 


ANSWER: The document was written by Olga Badilla, Attorney at Law, representing 
the alien, which means it neither originated with ICE, nor was it authored by ICE. The 
document is addressed to Executive Office for Immigration Review, a part of Department 
of Justice, and so it is not addressed to ICE. Section 28.14 does not include the words “or 
served to ICE.” The fact that the document was served to ICE is merely 
coincidental. Also, you may be assured that an attorney representing an alien in removal 
proceedings would not disclose a document she intended to send to EOIR unless she had 
already sent it to EOIR. Prior to that, it would be attorney work product. In short, please 
do not refer to ICE in that circumstance. 


We have revised section 28.07 of the Processing Guide as follows (new 
information in red): 

Refer all documents originating with US-VISIT for their direct response to the requester. Do 
not hide the name of the agency. 

Refer Arrival Departure Information System (ADIS) screen prints to US-VISIT. 

Please do not place any redactions on documents you are referring to US-VISIT. 



USCIS FOIA INFORMATION BULLETIN 

June 29, 2012 


(b)(6) 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 

UPDATED FOIA-PA Assistant’s Guide: 


Program office would like to give a big Thank Y ou to I K larv Jadlot, 

lor their weeks of work updating the 
ruiA-FA Assistants Lruide. it you create cases or work in records locator, you will 
soon notice there are now easy-to-understand procedures where the original guide 
instructed a person to do something without explaining how. 

In addition to helping Public Information Specialists and FOIA-PA Assistants on the 
floor, it will help Program Office tremendously in preparing training and responding to 
developing training needs. 

If you’d like an example of a drastically re-written paragraph fleshed out with how-to 
information, take a look at section 7.3, which has to do with reasonable 
description. Sections 8.3, 8.17 and 8.18 are good examples of adding the procedure to 
the end (where we did not include the procedure before). Those are just a few examples. 


Added new paragraph 27,43, g to the Processing Guide, as follows : 

27 43 g Refugee and Asylee Processing System screen prints - you may 

identify RAPS screen prints by the prefix “RAX” in the upper left-hand corner of 
the screen print. The form is not compiled for law enforcement purposes, but 
there may be four protected systems check results. If the the fields are blank, do 
not redact them. If there is any result in IBIS, DACS, NAILS or USVISIT, please 
withhold those results citing Exemption (b)(7)(E), [or (k)(2) and (b)(7)(E), if PA], 
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USCIS FOIA INFORMATION BULLETIN 

June 28, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added new guidance to section 6, Preparing Records for 
Disclosure, of the Processing Guide as follows (new information in red): 

« Verify the responsive records relate to the subject of record by comparing the 
file with information the subject provided in the request. There is no need to 
compare information in CIS with either the request or the responsive records. 
The important thing is to verify information in the request letter against 
information in the file. Annotate for your Summary Discussion the page 
numbers where you found the information. If the wrong file is scanned in, it 
may have been an error in staffing or scanning. If it is obviously a simple 
mistake in staffing, such as an inverted A-number, create a discussion for 
Records Locator with an explanation of what happened and which file RL 
should request. If you are sure it is not a staffing error, create a discussion for 
Records Locator. “RL, wrong file is at sequence #. Please refer to section 
32.9.3 of the FOIA/PA Assistant’s Guide.” 
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USCIS FOIA INFORMATION BULLETIN 


June 27, 2014 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added more detailed explanation to section 6.3.1.3.5 of the FOIA/PA 
Assistant’s Guide as follows: 

Attorneys may refer to Track 3 as “the removal track” or “the immigration 
hearing track.” The key is any reference to deportation or removal. Some 
attorneys do not know the difference between “Track 3” and “Expedited 
Treatment,” and we should not punish them for that. If an attorney requests 
expedited processing because his or her client has a removal hearing, we 
should treat that as a request for Track 3 processing and evaluate accordingly. 

* Example 1 : if the attorney requested expedited processing because his 
or her client has a removal hearing and the attorney also provided a 
Notice to Appear with a future scheduled date, then you will create the 
case as a Track 3 and our acknowledgment will say that the case will 
be processed in the accelerated track (Track 3). Of course, if you are 
not sure, you should contact a supervisor. 

« Example 2: if the attorney requested expedited processing because his 
or her client has a removal hearing but the attorney did not also 
provide supporting documentation, then you will create the case in the 
regular track and include the Track 3 denial paragraph in your 
acknowledgment letter. The attorney then has the opportunity to 
provide supporting documentation to move the case to Track 3. 

« Example 3: if the attorney requested expedited processing and cites a 
threat to health or physical safety, or if the attorney cites no reason at 
all, then we should treat it as a request for expedited processing. When 
we deny expedited processing, we have to send a separate letter 
informing the requester of our decision. The requester has the right to 
appeal our decision to deny expedited processing. 


We have changed Section i certification of agreement. 

VERIFICATION OF IDENTITY. AND DESCRIPTION OF RECORDS , of the 
FOIA/PA Assistant’s Guide as follows ( d e l e t e d information in strikethrough , new 
information in red): 
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Any petition filed for another person creates special requirements for certification of 
agreement. Sometimes the VOI and certification of agreement the requester provided is 
sufficient, but sometimes not. If the requester is asking for a petition, please refer to 
section 12. 16 of this guide. 

This includ e s r e qu e sts for any consolidat e d p e titions th e r e qu e st e r or p e tition e r submitt e d 
or provid e d on b e half of th e b e n e ficiary (subj e ct of r e cord, SOR). If th e p e tition e r is th e 
r e qu e st e r and if th e p e tition has b ee n consolidat e d into th e b e n e ficiary’s A fil e , th e n th e 
b e n e ficiary is th e subj e ct of r e cord. In that situation, e v e n if th e p e tition e r lists hims e lf or 
h e rs e lf as th e subj e ct on th e r e qu e st, w e must mak e th e b e n e ficiary th e subj e ct of r e cord. 
W e must hav e VOI of th e s ubj e ct of r e cord and c e rtification of agr ee m e nt if th e r e qu e st e r 
is oth e r than th e subj e ct of record. If we are staffing the subject of record 's A -file-, and if 
the requester is net the same person as the subject ef record, then uv need cerlificalion of 
agreement firm the subject of record. 

If th e p e tition has not b ee n consolidat e d into th e b e n e ficiary’s A fil e , and th e p e tition e r or 
th e b e n e ficiary is th e r e qu e st e r, w e may staff for it. In this situation, if th e p e tition e r 
list e d hims e lf or h e rs e lf as th e subj e ct of r e cord on th e r e qu e st, th e n w e should e nt e r th e 
p e tition e r as th e subj e ct of r e cord. Information in PCQS or CLAIMS is r e tri e vabl e by 
e ith e r th e p e tition e r’s or b e n e ficiary’s nam e . In som e situations, w e ar e not abl e to staff 
for a p e tition b e caus e it is consolidat e d into th e b e n e ficiary’s A fil e and w e do not hav e 
c e rtification of agr ee m e nt or VOI from th e b e n e ficiary — BUT PCQS or CLAIMS scr ee n 
prints would provid e th e r e qu e st e r with th e information h e or sh e is r e qu e sting. If that is 
th e situation, and w e hav e th e p e tition e r’s VOI (and c e rtification of agr ee m e nt, if 
n e c e ssary) th e n you should provid e thos e scr ee n prints with a RAF ACS staffing. 

We have changed Section 12.16, “Receipt Numbers,” of the FOIA/PA Assistant’s 
Guide as follows ( d e l e t e d information in strik e through , new information in red): 

A receipt could be either an application or a petition. For example, Form 1-90 is an 
Application to Replace Permanent Resident Card. The applicant is requesting a benefit 
for himself or herself. Form 1-360 is a Petition for Amerasian, Widow(er), or Special 
Immigrant. It is a “self-petition.” With form 1-360, the petitioner and the beneficiary are 
the same person and so VOI and consent requirements are the same as for an A-file. 

With many other petitions, the “petitioner” and the “beneficiary” are not the same person. 
That petition will always belong to both parties - both the petitioner and the beneficiary, 
except that sometimes the petition has been consolidated into another Privacy Act record: 
the beneficiary’s file. The Alien File is stored and retrieved by a unique identifier 
belonging to only one person: the subject of record (SOR). We need SOR consent to 
open the A-file, even though the A-file could contain information that belongs to another 
person. 

The following is a list of petitions in which the petitioner and the beneficiary are not the 
same person: 
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I-129F 

Petition for Alien Fiance(e) 

1-130 

Petition for Alien Relative 

1-140 

Immigrant Petition for Alien Worker 

1-600 

Petition to Classify Orphan as an Immediate Relative 

1-730 

Refugee/Asylee Relative Petition 

1-800 

Petition to Classify Convention Adoptee as an Immediate 
Relative 


This includ e s r e qu e sts for any consolidat e d p e titions th e r e qu e st e r or p e tition e r submitt e d 
or provid e d on b e half of th e b e n e ficiary (subj e ct of r e cord, SOR). 

If the petitioner is the requester, and if the petition has been consolidated into the 
beneficiary’s A-file, then the beneficiary is always the subject of record. We must 
address any correspondence about that petition citing the beneficiary as the “subject of 
record” or the “records’ subject.” For that reason, even though the requester may have 
listed the petitioner as the subject of record, if you discover that the petition is 
consolidated into the beneficiary’s file, you must change the name of the subject in FIPS 
to the beneficiary. The beneficiary’s A-number goes in the A-number field, even if the 
requester entered the petitioner’s A-number on the G-639. In that situation, e v e n if th e 
p e tition e r lists hims e lf or h e rs e lf as th e subj e ct on th e r e qu e st, w e must mak e th e 
b e n e ficiary th e subj e ct of r e cord. 

This is legally important because we must have VOI of the subject of record and we must 
have certification of agreement if the requester is other than the subject of record. If we 
are staffing the subject of record’s A-file, and if the requester is not the same person as 
the subject of record, then we need certification of agreement from the subject of record. 

If the petition has not been consolidated into the beneficiary’s A-file, whether the 
petitioner or the beneficiary is the requester, we may staff for it. In this situation, we list 
the subject of record the way it is listed in the request letter, whether the petitioner or the 
beneficiary. 

if th e p e tition e r list e d hims e lf or h e rs e lf as th e subj e ct of r e cord on th e r e qu e st, th e n w e 
should e nt e r th e p e tition e r as th e subj e ct of r e cord . 

Information in PCQS or CLAIMS is r e tri e vabl e by e ith e r th e p e tition e r’s or b e n e ficiary’s 
nam e . In som e situations, w e ar e not abl e to staff for a p e tition b e caus e it is consolidat e d 
into th e b e n e ficiary’s A fil e and w e do not hav e c e rtification of agr ee m e nt or VOI from 
th e b e n e ficiary — BW 

PCQS or CLAIMS screen-prints usually would not provide the requester with the 
information he or she is requesting, because the requester is asking for a copy of the file. 
Rarely, a petitioner may only need a particular piece of information, such as proof of 
filing to prove Section 245i eligibility. If that is the situation, and we have the 
petitioner’s VOI (and certification of agreement, if necessary) then you should provide 
those screen-prints with a RAF ACS staffing. This is not usually what happens, so 
providing screen prints is the exception, not the rule. 

«• If the requester wants a copy of a petition or supporting document, 
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* and the petition has been consolidated into the beneficiary’s A-file, 

* and the requester did not provide certification of agreement from the beneficiary, 

* close the case TD. 

When the requester needs a copy of a petition or supporting documents: 


Where is the PETITION? 

Who is the requester? 


Unconsolidated 

Petitioner 

Staff for the petition. 

Unconsolidated 

Beneficiary 

; Staff for the petition. 

Beneficiary’s Pile 

Petitioner 

Ensure the subject of record 
is the beneficiary. Ensure 
the A-number entered is the 
beneficiary’s. 

We need either certification 
of agreement from the 
Beneficiary or we close the 
case TD. 

Beneficiary’s File 

Beneficiary 

Staff for the A-file. 

NVC 

Petitioner or Beneficiary 

RD to NVC 


Special Cases: 


NFTS shows petition has been destroyed 
in accordance with records retention 
schedule. 

Prepare RAF ACS staffing. Provide screen 
prints from PCQS and provide NFTS |||| 
history screen print showing it was 

rfpctfYWPrl 

uc&u uycu. 

Petitioner specifies “proof of filing,” or 
“status” AND the petition is consolidated 
into beneficiary’s file AND petitioner 
does not provide certification of 
agreement from beneficiary. 

Prepare RAF ACS staffing. Provide screen 
prints from PCQS. 

Petitioner specifies “proof of filing,” or 
“status” AND the petition is consolidated 
into beneficiary’s file AND petitioner 
does provide certification of agreement 
from beneficiary. 

Ensure the subject of record is the i ; 
beneficiary. Ensure the A-number entered 
is the beneficiary’s. 

Staff for the beneficiary’s A-file. 

NFTS shows “Deleted.” 

First, check history in NFTS. If it shows 
transferred to NVC, RD to NVC. 

Call NVC. If they have it, RD to NVC. If 
they do not have it, prepare a RAF ACS 
staffing. Provide screen prints from PCQS. 

NFTS shows “No record of the receipt” 

Look to see if there is information in the 
history. Sometimes it shows the petition 
: : has been transferred to NVC;. : If so, RD to 
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NFTS shows the petition is at HBG 
pending destruction. 


NFTS shows the petition is at HBG, but 
the RPC starts with XX, XY, ZG, ZY, or 
ZZ. 


NYC.: if;:; 

Prepare RAF ACS staffing. Provide screen 
prints from PCQS and provide NFTS 
history screen print showing it is pending 
destruction. 

It’s digitized. Refer to the Staffing Sheet 
Guide. If unsure, consult FST. 


We have changed the lost file staffing procedure. Any reference to 

lost files more than or less than 9 months is now lost files more than or less than 60 days. 


We have re-written and renamed Section 12 .i 8 .i 6 , “Staffing elis” to 

“Creating Staffing and Acknowledgement letters for ELIS cases” of the FOIA/PA 
Assistants Guide as follows (new information in red, de l-et ed -i nfAr - ma t i - on - i - n 
strik e through ). 

12.18.16 Creating Staffing and Acknowledgement letters for ELIS cases 

(The updated slideshow; Researching, Staffing and Redacting ELIS information in PCQS 
can be found at O:\FOIA\FOIA Library\Case Create References, also in Connect and 
ECN). 

Whenever you create a case, please check PCQS for ELIS information. If you get a 
response of “Person Found In: ELIS,” pl e as e cr e at e an ESC staffing, you’ll either create 
an SSC or ESC staffing. If the A number is between 30 and 70 million, please create an 
SSC staffing. Create an ESC staffing for any other A-number. 

To determine what language (if any) gets copied and pasted into the Staffing and 
Acknowledgment letters, you have to know two things: 

1 . Is this a self-request or a request from Attorn ey/Representative/Others? 

2. Is the case open or closed? 

You can see if the case is open or closed on the ELIS Case Info screen. If you double- 
click the person’s information in PCQS, the “Primary Applicant Summary” default 
screen will display. Please click to display the “Case Info” screen. On the left side of the 
Case Info screen, you’ll see a category called “Case State.” Across from the Case State, 
you’ll see one of four options: 

A. Accepted 

B. Optimized 
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C. Reopened 

D. Closed 

If the case state is accepted, optimized or reopened, the case is open. Closed means 
closed. 

In the ELIS record, there will also be an IOE number. Please copy that number. On both 
pages of the SSC or ESC staffing letter, please replace the “Alien #” with the IOE 
number you copied from PCQS. 

If you have a self-request, whether it is open or closed, you will replace the Staffing 
letter’s second bullet, first sentence with the following language: 

“Send copies of the on-demand point-in-time snapshot, approval notice and any 
documents that were scanned and uploaded by an internal user to the FOIA office.” 

NOTE: Leave the second statement, “DO NOT MAKE REDACTIONS,” as is, after the 
language you inserted. Do not delete. 

If you have an o p en Attorney/Repres entative/ Others request, please follow the same 
directions as the open or closed self-request above. 

However, if you have a closed Attomey/Representative/Others request, replace the “Alien 
#” with the IOE number you copied from PCQS only. Do not insert the language 
mentioned earlier. 

Different language will be inserted into the Acknowledgement letter, but will follow the 
same pattern as above. An open or closed self-request will be treated the same as an open 
Attomey/Representative/Others request. Please insert the following paragraph after the 
“fees” section in the Acknowledgement letter: 

“From the USCIS Electronic Immigration System (ELIS) you may download: 

(1) the case intake snapshot, documents uploaded in response to a Request for 
Evidence and correspondences (G-28 Representation or Withdrawal request) from 
the View My Cases screen; and 

(2) notices, if any, from the View Messages screen. 

NOTE: Since you can download the USCIS ELIS content above, we will not be 
providing this material in our response to you. However, if you are unable to access 
USCIS ELIS, please follow the instructions below to request your USCIS ELIS content.” 

If the Attomey/Representative/Others case is closed, do not make any changes to the 
Acknowledgment letter. 
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(b)(6) 


Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and 

cop^ ] The subject of the e-mail should be “ELIS staffing” and the body 

of the e-mail should be the case number. 


We have added a new Section 12.18.16a“ELIS Staffing /Ack Letter Decision 
Table to the FOIA/PA Assistant Guide as follows (new information in red): 


12. 16. 1 8a “ELIS Staffing / Ack Letter Decision Table 

Please use the following table to help you successfully create ELIS cases. 



We have added a new paragraph to Section 27 24 “Joint Automated 
Booking System (JABS)”, of the FOIA/PA Processing Guide as follows (new 
information in red): 

NOTE: If you find any one of the following, please refer the document(s) to the Drug 
Enforcement Agency (DEA): 


1 . Agency is DEA 
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2. DEA agency case number 

3. Narcotics and Dangerous Drugs Information System (NADDIS) number 
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USCIS FOIA INFORMATION BULLETIN 

June 21, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have changed the CBP-ICE and CBP-NVC letters in the Case Create 
References folder to read: 

You may wish to contact Customs and Border Protection. Please be sure to 
include dates and locations of any encounters. 

U.S. Customs and Border Protection 
Office of Diversity and Civil Rights 
Freedom of Information Act (FOIA) Division 
90 K Street NE, 9th Floor 
Washington, DC 20229-1181 

We removed the reference to ICE, because when ICE apprehends a person, they assign 
an A-number and we would have been able to find a record. For your reference only, 
this is the way it used to read: 

After assessing your request, we determined that the responsive records are not under the purview 
of USCIS. If such records exist, they would be maintained under the jurisdiction of the following 
government agency: 

U.S. Customs and Border Protection 
799 9th Street NW, Mint Annex 
Washington, DC 20229-1177 

For your convenience, we have forwarded your request to that agency for consideration and direct 
reply to you. For additional information relating to the Department of Homeland Security (DHS) 
and its components, we encourage you to visit the DHS website at the following address: 
http://www.dhs. gov . 

You may also want to contact the Immigration and Customs Enforcement as you seek to obtain 
any records regarding the subject: 

Immigration and Customs Enforcement 
Freedom of Information Act Office 
500 12th Street, SW, Stop 5009 
(202) 732-0300 
Washington, DC 20536-5009 
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USCIS FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

June 10, 201 1 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


The wording of paragraph 28 of the FOIA/PA Assistant’s Guide has been changed as 
follows: 

Current language: 

28. CONGRESSIONAL REQUESTS AND APPEALS 

All Congressional Requests and Appeals are pulled out of the in-coming mail and 
handled by a supervisor. If you encounter a Congressional Request or an Appeal in 
Records Locator queue that was not previously addressed; send an e-mail to NRC, 
FOIAMSB mailbox, include the control number and alien number of the case and 
specific instructions as to what needs to be done. Put the case in Unit Chief. FOIA/PA 
Assistants assigned to mail will place the mail in the MSB or Appeals bin. 

Here is the new paragraph: 

28. CONGRESSIONAL REQUESTS AND APPEALS 

a. Congressional requests. True congressional requests are requests from a 
congressman or senator for information which usually does not relate to an alien file or 
receipt file. Most FOIA/PA requests with congressional correspondence should be 
handled under paragraph b. of this section, however, if you feel that you have a true 
congressional request or appeal, control the case, put the case in Unit Chief, and e-mail 
your supervisor the control number. A supervisor will either send the case to SIG or 
return the case to you for staffing. 


b. Congressional requests on behalf of a constituent: These are requests that have 
some kind of congressional correspondence included with the request from the 
subject. These cases should be created in the same manner as any other FOIA or PA 
request. Please use the subject's name as the requestor, mark "self in the source block, 
create the acknowledgment letter and go out for verification of identity or consent as 
needed. Insert a case note, and e-mail Vicki Ohmell the control number. 
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Paragraph 28.02 REFERRAL WITH USCIS REDACTIONS has been 
updated as follows: 


Ratarffd to another gov't agency 
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If you refer this page to U.S. Marshals Service, they will redact the name Bob Smith under 
(b)(7)(C) because he is a United States Marshal, but they will release the name Chris P. Bacon 
because he is a US Border Patrol Agent. 

If there is infonnation we would withhold, you must redact it before you refer the page to another 
government agency. ICE is an exception to this rule. 

If there is infonnation we redact on a page that we refer to another government agency, you must 
paste in the USCIS paragraph for that exemption and the USCIS final action letter appeal 
paragraph into the referral letter to the other government agency. ICE has provided us with 
guidance not to redact infonnation before we refer to them, as they redact any exempt 
infonnation, regardless of agency of origination. 


The wording of paragraph 28.05 of the Processing Guide has been changed as follows: 

28.05 Referring documents relating to third party individuals 

If you are processing a case that contains documents that you normally refer to another 
agency but those documents do not relate to the subject of record, please do not refer 
those documents. The exception would be if consent of all individuals has been given. 
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Mark as “Out of Scope” any TECS screen prints relating to third party individuals, if we 
would normally refer that screen print to another agency. Otherwise, withhold the TECS 
screen print in full citing (b)(7)(C) of the FOIA and exemptions (k)(2) and (b)(7)(C) on 
PA cases. 
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USCIS FOIA INFORMATION BULLETIN 

June 9, 2015 


(b)(6) 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added a new section 12.12.1. 14.a Highlight the Correct File for 
Scanning, of the FOIA/PA Assistant’s Guide as follows (new information in red): 

12.12.1. 14.a Highlight the Correct File for Scanning 

Section 12.18.11, T-files, tells you never to crop the NFTS screen print. 

However, if your screen print has more than one file, and you are requesting files from 
different locations, it can pose a problem for the contractor. 

How will the contractor know which file(s) to scan? We have to make the correct file 
stand out to erase any doubt. 

Consider the screen print example below. Here we have an A file and a T file at different 
locations. You will require two separate staffings, one to Dallas, the other to Miami - 
DRO (ICE). 


1 

hbmhbbb 



A 


JO 

DAL 

Status: AVAILABLE U RECORDS 

Sect: RC - RECORDS SECTION 





Audit Date: 69*08/2014 QQM 38 AM 

Resp: OCm - RECORDS GENERAL FILES 





Last Action: mmmu 08:18:38 AM Transfer in 


§ 


JO 

Mk 

Status: RECORD M USE 

Sect: DP - DEPORTATION UNIT 





Audit Date: 12/01*2814 02.45 58 PM 

- US MARSHAL REFERAL 





Last Action: t2f&1/2014 82'45;5S PM Batch Audit 
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(b)(6) 


First, we will staff for Dallas. You find DAL under the Non FOIA section; click Request 
File, and the staffing sheet pops up. Next, highlight the DAL A-number, bold and 
increase the size to 10-font. 
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The first of your two staffing letters should look like this: 

Staffed to: DAL 


(b)( 6 ) 


REQUESTED FILE 


Office Code: NRC Control Number: NRC 2 G 1 5000000 Date: June 4 , 2015 


Alien Number: 


Subject: Happy G. 


General tnqplry For 


[ nb# && oik* 

Staiys/Lsst Action 

Loeatiou 

AO| J» 

DAL 

Status: AVAILABLE M RECORDS 
Audit Date: 9&W2G14 OS: 18:33 A M 
Las? Action: 09/06/20 14 98:13:38 AM Transfer in 

Sect: RC - RECORDS SECTION 
mm: 0013 - RECORDS GENERAL FILES 

TQ2QQOQGOO GOO 

M!A 

Status; RECORD M USE. 

Sect: DP - DEPORTATION UNIT 



Audit Date: 12/01/20=14 02.45:58 PM 

ftesp: 5401 - US MARSHAL REFERAL 



| . . A-irvfi r'ert' /j.'O if 1 1 ) O 0 : 4 :,4 : . . Qfi I: :EJ : A i • • • 




LaS* nCavfij l&v i - tv Irf- V<Vf- G'KICfl vrddwl 



This k to ocntfy ih&t 1 


(we) have conducted a thorough, search for the sho- 


tsjtteited 
conki n.otb« boated 


■<r &i<?d A-fifc and this file: 


Pmti&dName 


P'feoiKi 


Signature 



Make sure nothing interferes with the barcode at the bottom of the page. Click and drag 
the “This is to certify. . .” section up and away from the barcode if you need to. 
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Now we will prepare the staffing sheet for Miami - DRO (ICE). Since this is an ICE 
staffing, the staffing sheet will be in letter format. Place the entire screen print just 
below the word “Attachments” but above the barcode. 

Highlight the MIA - DRO A-number, bold and increase the size to 10-font. 

Attached is additional inform ation to be used to reply to the requester, 

Attached is our j unification tor withholding any respon si ve material 

The following records system number/titlewas search; 

System Results 

Positive Negative 


I certify that I am responsible for the search of records conduct ed in my office encompassed by this 
request and the attached records were the only such documents located in response to this request. 

S ignat ure , , . Date 

Printed? - Typed N a me 

Title 


(b)(6) 


Telephone # 

I 

Attaehmeuts(s) 


;v> 


11 

Ml 



jlill 


t 

n 

too 

DAL. 

Status: AVAILABLE IN RECORDS 
Audit Dm: 09*080014 88; t 8:38 AM 
Last Action: 0M8/2S14 88:18:38 AM Transfer b 

Sect: RC - RECORDS SECTION 
Em* 0013 - RECORDS GENERAL FILES 

TO 

i i 

too 


Status: RECORD IN USE 
Audit D ate: 12;'0 1f2014 22 45 58 PM 
Last Action: 12/01/2014 82:45:58 PM Batch Audit 

Sect DP - DEPORTATION IMT 
tep: 0401 -US MARSHAL REFERAL 



If your screen print is too large to fit between “Attachments” and the barcode, place 
the cursor before the screen print and then click “Ctrl + Enter.” This will move your 
screen print to the next page. 
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USCIS FOIA INFORMATION BULLETIN 

June 7, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added a new section, 6. 3.4. 7, Border Crossing Card, to the FOIA/PA 
Assistant ’s Guide as follows (new information in red): 

6.3.4.7 Border Crossing Card: Sometimes a person has no other 
record than a Border Crossing Card, and you will know this because the 
only record you can find for that person is an alien number between 
80,000,000 and 86,999,999. If that is the only record you are able to find, 
select Category OTHER, then refer to Section 12.2 of this guide. 


We have added new guidance to section 7, Certification of Agreement 
Verification of Identity and Description of Records , of the FOIA/PA Assistant ’s Guide as 
follows (new information in red): 

Form G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, has 
been revised (02/28/2013). Beginning May 26, 2013, USCIS will no longer accept prior 
versions of the G-28. 

If the request scan date in FIPS is after May 25, 2013 and 

* If certification of agreement is provided on no other place except Form G-28, 
Then the attorney must use a properly executed new Form G-28 (revision of 

02/28/13). 

* If the Form G-28 is an older version than the revision of 02/28/13, then you will 
close the case FC. Please refer to section 16b of this guide. 

« If the new Form G-28 (revision of 02/28/13) is not properly executed, then you 
will close the case TD (inadequate Certification of Agreement). Please refer to section 
16a of this guide. 

If the request scan date in FIPS is on or before May 25, 2013 and 

If certification of agreement is provided on no other place except Form G-28, 

* Then the version of Form G-28 does not matter, but it must be properly executed. 
If Form G-28 is not properly executed, then you will close the case TD 

(inadequate Certification of Agreement). Please refer to section 16a of this guide. 
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Finally, if there is adequate certification of agreement someplace else in the request, such 
as on Form G-639 or on a separate statement, it does not matter what version of Form G- 
28, or if it was properly executed. 


We have re-written section 12.2, Border crossing card number, of the FOIA/PA 
Assistant ’s Guide as follows (new information in red)( d e l e t e d information in 
strik e through ): 

Sometimes a person has no other record than a Border Crossing Card, and you will know 
this because the only record you can find for that person is an alien number between 
80,000,000 and 86,999,999. If that is the only record you are able to find, select 
Category OTHER, then do the following: 

a. Create the case. 

b. If you have access to PCQS, search PCQS and print any data you find. It is 
better to provide PCQS screen prints, so if you do not have access to PCQS, 
please locate a person who has PCQS to print those screens. If that is not 
possible, search and print CIS screens 9101, 9101-history (F8), 9222 and 
9223. 

c. Prepare the screen prints for scanning into this slot as responsive records. 
Please attach a “Scan As” sheet and mark it as “Responsive Records” with the 
screen prints to be scanned, and then take the responsive records to the 
designated person. (The current designated person will be posted by FOIA 
Operations on the ECN page.) 

d. Open a RAF ACS (not RAF ACS/CIS) staffing slot. Make sure “Customize 
Letter” is selected. You do not have to modify the staffing letter. 

e. Prepare a discussion explaining what you did, prepare any correspondence, 
and then pend the case. 


Pr e viously during th e Cas e Cr e at e proc e ss, if a r e qu e st e r/subj e ct provid e d a Bord e r 
Crossing Card Numb e r and all of th e r e quir e d PII ( e xc e pt an A Numb e r), w e ask e d th e 
r e qu e st e r/subj e ct to provid e additional information (Ali e n or r e c e ipt numb e r, copi e s of 
docum e nts from th e s e rvic e , e tc. . . ). W e us e d this information to d e t e rmin e if th e subj e ct 
had - a - n -A- Fi 1 e— W -e- wou l d -- fi f i d - th e- A - fi - 1 e- on l y ■ i n - v -e ry - rar -e- ins - tene -e s : 

W e no long e r r e qu e st additional information if th e r e qu e st e r/subj e ct provid e s all of th e 
r e quir e d PII ( e xc e pt an A Numb e r). Sinc e Bord e r Crossing Cards ar e strictly e l e ctronic 
r e cords (no actual fil e ), w e will hav e th e Bord e r Crossing Card scr ee n prints scann e d into 
a RAF ACS slot. 

Us e th e Bord e r Crossing Card Numb e r provid e d; if you hav e acc e ss to PCQS, s e arch 
PCQS and print any data found, oth e rwis e , s e arch and print CIS scr ee ns 9101, 9101 
history (F8), 9222 and 9223. Op e n a RAF ACS staffing slot. Mak e sur e “Customiz e 
L e tt e r” is s e l e ct e d. Pr e par e th e scr ee n prints for scanning into this slot as r e sponsiv e 
f e eord s- P -e nd - t - h e- cas e- fArr es ponsiv e r e ce f d s— Pl e a se-a tt - ach - a -^ Scan - As — ‘A ee t-and - mar k 
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it as “R e sponsiv e R e cords” with th e scr ee n prints to b e scann e d. Th e cas e will b e s e nt to 
th e proc e ssor aft e r scr ee n prints ar e scann e d in. Cr e at e as Track 1, cat e gory OTHER. 


We have added new guidance to section 5.01, Certification of Agreement. 
of the Processing Guide as follows (new information in red): 

Form G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, has 
been revised (02/28/2013). Beginning May 26, 2013, USCIS will no longer accept prior 
versions of the G-28. 

If the case was created on . or after June 7, 2013 and 

If certification of agreement is provided on no other place except Form G-28, 

Then the attorney must use a properly executed new Form G-28 (revision of 
02/28/13). 

* If the Form G-28 is an older version than the revision of 02/28/13, then you will 
close the case FC. Please refer to section 42 of this guide. 

* If the new Form G-28 (revision of 02/28/13) is not properly executed, then you 
will close the case TD (inadequate Certification of Agreement). Please refer to section 
27.11 of this guide. 

If the case was created before June 7, 2013 and 

If certification of agreement is provided on no other place except Form G-28, 

* Then the version of Form G-28 does not matter, but it must be properly executed. 

8 If Form G-28 is not properly executed, then you will close the case TD 

(inadequate Certification of Agreement). Please refer to section 27.1 1 of this guide. 

Finally, if there is adequate certification of agreement someplace else in the request, such 
as on Form G-639 or on a separate statement, it does not matter what version of Form G- 
28, or if it was properly executed. 


We have added INTERPOL to the names of agencies we do not disclose upon 
referral. Please see Section 28.01 b of the Processing Guide. 


We have added a clarification to Section 28.06, U.S. Department of State 
Documents, of the Processing Guide as follows (new information in red): 

• Refer messages, letters, e-mails, checklists and cables having to do with visa 
determination or investigations. This includes any Visa Lookout System, CLASS 
or SAO Name Check Results as well as “VISAS” + any animal. 
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USCIS FOIA INFORMATION BULLETIN 

June 6, 2014 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added a new section, 27.53 to the Processing Guide as 
follows: (new information in red) 

27.53 Aliens with Multiple Unconsolidated A-Numbers 

27.53 Aliens with Multiple Unconsolidated A-Nuinber s 

If the alien has multiple unconsolidated A-Numbers and bot h files are located at the 
NRC, please add them to the spreadsheet that Records Operations maintains at 
S: Record Ops\Files Jo Comohdate.xls. You are responsible for entering the alien 
numbers of the files that may possibly need consolidation. Records Operations will 
review the files and consolidate if necessary. 

Please double-check that your A-Numbers have not already been entered into the 
spreadsheet. Don’t forget to include your actions in your case summary discussion. 

Note: If both files are not at the NRC, do not add the information to the spreadsheet. 
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USCIS FOIA INFORMATION BULLETIN 

June 1, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added a new section 12.18.16, Creating Staffing and 
Acknowledgement letters for ELIS cases, of the FOIA/PA Assistant’s Guide as follows 
(new information in red): 

12.18.16. b Creating Staffing and Acknowledgement letters for ELIS2 cases 

The slideshow ELIS Research Staff Redact - ELIS2 can be found at O:\FOIA\FOIA 
Library\Case Create References, also in Connect and ECN). 

12.18.16. b.l Find the IOE Number 


Whenever you create a case, please check PCQS for ELIS and ELIS2 information. 


Smrch Criteria; 


Mm Hirnhm 


$@&£t ffl 
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QMm 3 w? || 1 1 %om. 
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rch Hm' : . 


Arm:, W» Mart 
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Replace the 
A-number 


ummc T; 


i *4 trsftw ati## Vsf\ Ac* Stature* \& l « y^jffy ||^|@ |{ 

N’fctfScS; - K* jiy4 



Click twice 
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You’ll come to the page below. Please copy the IOE number. 



Copy IOE Number 


12.18.16.b.2 Create the Case/Put IOE Number in Topic Line 


Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number 
into the “Topic” line on the FIPS worksheet. 



M 

IOE Number 




lit 

Topic Line 


NOTE: Putting the IOE number in the Topic line is the only way we have to track ELIS 
and ELIS2 cases. 

Next, you will be creating an NBC staffing (Form 1-90, Application to Replace 
Permanent Resident Card). 

12.18.16.b.3 Create Staffing and Acknowledgement Letters 

On both pages of the NBC staffing letter, please replace the “Alien #” with the term IOE 
and the number you copied from PCQS as shown here: 
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FROM: 

mmmro 


Al' i N * vis 
NRC f ’OIA:- : FA 

JRtw&zy AO R<xpo# 

Name? JPhmty 


Replace the 
A-number 



12.18.16.b.3 Determine Requester 

To determine what language (if any) gets copied and pasted into the Staffing and 
Acknowledgment letters, you have to answer this one question: 

1. Is this a self-request or a request from Attorney/Representative? 

If the answer is “yes,” you insert language into the Staffing and Acknowledgement 
letters. 

If the answer is “no,” you only have to add the IOE number to the top and the bottom of 
the Staffing letter. There is no change to the Acknowledgement letter. 

NOTE: The language you insert into the ELIS 2 Staffing and Acknowledgement letters 
is different from the language inserted into legacy ELIS (ELIS 1). 


On both pages of the NBC staffing letter, please replace the “Alien #” with the IOE 
number you copied from PCQS. 


FROM: 
S.XM&C T; 


ATXR: v** 


A-number 


WXMXiK. items' &*!***& 


nummr. 


If you have a self-request or if the request is from an Attorney/Representative, replace the 
Staffing letter’s second bullet, first sentence with the following language: 

“Send a copy of the Case Details and Case History tabs (expand all), any restricted 
content, and any risk resolution memo.” 

NOTE: Leave the second statement, “DO NOT MAKE REDACTIONS,” as is, after the 
language you inserted. Do not delete. 
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(b)(6) 


Delete the first 
part of the 
second bullet 
(shown in 
strikethrough ). 
Replace It with 1 
the sentence 
shown in red. 


The ati- ■£&<$&. rQ L'VFA is >;•? fi-jsksft. Dm- to «:feo sobieot mat tct f th&e is * 

high ywv v4& *«• frW . 

* P<&&f& COOck:Ci ii ihOttfeigh SOMOi? fo? sp s>?s-f:0?i^vrj J<£s>{:&* pbysk^lty fix's. :?y:jSv:fj;0;':iP 

j/Wiw 

.%:♦ fy:i:4 :* v^y <*4v:‘ v'ox-f: 

XOT M:V.KK M\ »M IlOm 

♦ ta?kri a«y or port*™ &stt you ktf&rvfr sisoss Jd oo Pks ^ <s. towf 

%r ymvt’ Artum* Tfo« FOIA Staff will; j*0< ik<m Mvms w fuiMeate# -wiis.%wrt 

jfWrtljCf dklttti&fott With VOW. 


Different language will be inserted into the Acknowledgement letter, but will follow the 
same pattern as above. A self-request will be treated the same as an 
Attomey/Representative request. 

Please insert the following paragraph after the “fees” section in the Acknowledgement 
letter: 

“From the USCIS Electronic Immigration System (ELIS) you may download the case 
intake snapshot, case evidence, and correspondence (e.g. any G-28 Representation or 
Withdrawal request) from your Case Details screen. 

See the following example: 


Please cut and 


below the fees 
paragraph - it 
tells the 
requester what 
he or she can 
download 



It- ^esrdssK witlBeptitiSf:? oOtedad Scasify EspM'Kts ■$ Cfit f 5 . ym tsf sest & 
ted loessstitsteasgreeses* iapsy mka tkt msy k dmgssie tf &$25,iS. fmmybt 

Aisd Ik Mtdfetik fefttfife sssslslM tktssseelke efoiexi. p&fesssoiiil. 3»kx tn&asekit fSessf 

copy Ik&s! 

I# vopks isd bm d eiatsl <as? m fitapi mi tk ssmkk-g e safe d dl&p im sesreit 
ad&^4tet88te««d SHJO Mea w?l ck^e pu»y te yfaae^foMtt^wy 
im: Iwvtr, if fe htxsm o£S25 sxt sstesd we will soii&yeafcefeiuad 


Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and 
co py| |The subject of the e-mail should be “ELIS 2 staffing” and the body 

of the e-mail should be the case number. 
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12.18.16.b.4 “ELIS 2 Staffing / Ack Letter Decision Table 

Please use the following table to help you successfully create ELIS 2 cases. 

Staffing / Ack Letter Decision Table 
ELIS 2 only 

Staffing Letter Acknowledgment Letter 

Add IDE + number and | Insert the language that begins, 
insert - "Send; a copy of -Fran the USCIS Electronic 
the Case Details...' Immigration System (ELIS}...* 


Add fOE + number. 

Do not change the Do not change the default 
iiiilllg else i default language. language. 


Requester 

Self-Request or Attorney/Representative 
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USCIS FOIA INFORMATION BULLETIN 

June 1, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added a new section 12.18. 16.b, Creating ELIS2 cases, of the 
FOIA/PA Assistant’s Guide as follows (new information in red): 

12.18.16. b Creating ELIS2 cases 

The slideshow ELIS Research Staff Redact - ELIS2 can be found at O:\FOIA\FOIA 
Library\Case Create References and on ECN). 

12.18.16. b.l Find the IOE Number 


Whenever you create a case, please check PCQS for ELIS and ELIS2 information. 
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NBC. 


Replace the 


MOM; 

SUBJECT: 


MC: 

% vttyxc- i. Naha#; iHvxi \y 


A-number 
with the IDE 



Click twice 
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You will come to the page below. Please copy the IOE number. 



Copy IOE Number 


12.18.16.b.2 Create the Case/Put IOE Number in Topic Line 

Fill out the FIPS worksheet as you normally would, except paste “IOE” and the number 
into the “Topic” line on the FIPS worksheet. 

Siledltlwfai 

Si; iit : lit 

IOE Number "foplette 



NOTE: Putting the IOE number in the Topic line is the only way we have to track ELIS 
and ELIS 2 cases. 

Next, you will be creating an NBC staffing (Form 1-90, Application to Replace 
Permanent Resident Card). 

12.18.16.b.3 Create Staffing and Acknowledgement Letters 

On both pages of the NBC staffing letter, please replace the “Alien #” with the term IOE 
and the number you copied from PCQS as shown here: 
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12.18.16.b.4 Determine Requester 

To determine what language (if any) gets copied and pasted into the Staffing and 
Acknowledgment letters, you have to answer this one question: 

1. Is this a self-request or a request from Attorney/Representative? 

If the answer is “yes,” you insert language into the Staffing and Acknowledgement 
letters. 

If the answer is “no,” you only have to add the IOE number to the top and the bottom of 
the Staffing letter. There is no change to the Acknowledgement letter. 

NOTE: The language you insert into the ELIS 2 Staffing and Acknowledgement letters 
is different from the language inserted into legacy ELIS (ELIS 1). 


On both pages of the NBC staffing letter, please replace the “Alien #” with the IOE 
number you copied from PCQS. 



me. 



Replace the 

tm- 




A-number 



. , 

N : 

with, the IOE 





tuwr&mr 


If you have a self-request or if the request is from an Attorney/Representative, replace the 
Staffing letter’s second bullet, first sentence with the following language: 

“Send a copy of the Case Details and Case History tabs (expand all), any restricted 
content, and any risk resolution memo.” 

NOTE: Leave the second statement, “DO NOT MAKE REDACTIONS,” as is, after the 
language you inserted. Do not delete. 
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Delete the first 
part of the 
second bullet 
(shown in 
strikethrough ). 
Replace It with 1 
the sentence 
shown in red. 


The ati- ■£&<$&. rQ L'VFA is jibswaAd >;•? &sur Dm- to «:feo sobieot mat tct f th&e is * 

high ywv v4& rHpwftgfc& *«• FA . 

* coock:ci * ihotgugh soM<& fo’f sF s>?s-f:o?i^vrj fix's, itki wAFia. :?y:?Sv fjkifsF 

j»iw 

.%:♦ fy:$:4 Av.-xy O'fk;/ C:U:<: : 

XOT M:V.KK M\ »M IlOm 

♦ teaks'? asy famutwim <at ?&m*& >ta ym^a&wf:- s\mM oo wtiMwM.. Fkarc imWvz <s. Wkf 

%r ymvt’ Artum* Tfo« FOIA Staff will: mt ik<m 'kvms w fuiMeate# -wiis.%wrt 

jfWrtljCf <tkOW:*:siOii With VOW. 


Different language will be inserted into the Acknowledgement letter, but will follow the 
same pattern as above. A self-request will be treated the same as an 
Attomey/Representative request. 

Please insert the following paragraph after the “fees” section in the Acknowledgement 
letter: 

“From the USCIS Electronic Immigration System (ELIS) you may download the case 
intake snapshot, case evidence, and correspondence (e.g. any G-28 Representation or 
Withdrawal request) from your Case Details screen. 

See the following example: 


Please cut and 


below the fees 
paragraph - it 
tells the 
requester what 
he or she can 
download 



It- ^esrdssK witlBeptitiSf:? oOtedad Scasify EspM'Kts ■$ Cfit f 5 . 3 tc’| ym & 

ted loessstitsteasgreeses* iapsy mka tkt msy k dmgssie tf &$25iS. fmmybt 
Aisd Ik Mtdfetik sssMfe sssskM tktssseelke efoiexi. p&fesssoiiil. 3»kx tn&asekit fSessf 

copy Ik&s! 

I# vopk? isd twe bm d jistsl m ehipl %d liw res&sfefeg e oafe ;d ctep im sesreii 

SRI® y»« psisyte MM^8«stsdsak»qkss8y 
im: Iwvtr, if fe htxsm o£$ 25 J§ sxt lasusd, we will soii&yeafcefeiuad. 


Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and 
(b)(6) copy f " 1,1 ' T he subject of the e-mail should be “ELIS 2 staffing” and the body 
of the e-mail should be the case number. 
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12.18.16.b.5 “ELIS 2 Staffing / Ack Letter Decision Table 

Please use the following table to help you successfully create ELIS 2 cases. 

Staffing / Ack Letter Decision Table 
ELIS 2 only 

Staffing Letter Acknowledgment Letter 

Add IDE + number and | Insert the language that begins, 
insert - "Send; a copy of -Fran the USCIS Electronic 
the Case Details...' Immigration System (ELIS}...* 


Add fOE + number. 

Do not change the Do not change the default 
iiiilllg else i default language. language. 


Requester 

Self-Request or Attorney/Representative 
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USCIS FOIA INFORMATION BULLETIN 

July 27, 2012 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


When we published the April 1 st version of the Guide, which directed us to refer all ICE 
documents to ICE, we inadvertently deleted the instructions for a Memorandum of 
Investigation or Report of Investigation if\t was not prepared by ICE. 

We have added a new section 27.47 to the Processing Guide to the guide to 
replace that information, as follows: 

27.47 Report of Investigation or Memorandum of Investigation 

Please note that a Report of Investigation or Memorandum of Investigation could be 
completed by CIS or CBP. If that is the case, please process the document. Otherwise, 
refer any Report of Investigation or Memorandum of Investigation completed by ICE to 
ICE for direct response to the requester. Do not hide the name of the agency. You should 
also refer a Report of Investigation or Memorandum of Investigation completed by 
legacy INS (prior to March 2003) to ICE if it was prepared by a Special Agent or other 
Investigator who would now work for ICE. 


We have amended section 9. 1 of the FOIA/PA Assistant ’s Guide as follows, new 
information in red: 

If you find no A-file or receipt file for the subject, follow the referral guidelines set forth 
below. The list below includes examples of when to Refer (RF) to CBP and or ICE. 

If you find an A-file, you should create the case and staff for the file. Please refer to the flow 
charts at Appendix H. Before you refer the case, you must verify we have no record. When 
conducting research, do the queries and provide screen prints of CIS 9103, CIS 9102, CIS 
9104 and PCQS or CLAIMS searches. There should be no less than two pages and may be 
lengthier if the subject has provided multiple names. Prepare a “Scan As” sheet to be attached 
to the screen prints and take them to the OA room for scanning as CSD. In your Discussion, 
you should also name the systems you searched and state that you have sent the 
documentation to OA for scanning as CSD. 

Referring the Case 

A. Create the case as normal 
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B. Conduct a search for responsive records. Prepare screen prints and “Scan As” 
sheet. 

C. Under the “Tasks” tab, select Final Action Letter. Select “RF: Referred to a DFIS 
Component” as the final action code. Under “Redirects/Referrals” select the 
component to which we are referring the request and click “Submit.” 

D. FIPS will automatically create two documents: a final action letter to the 
requester and a referral memorandum to the DHS component. 

E. FIPS then generates the two Word documents 

F. You will need to edit the letter to add needed information. After you exit from 
the Word documents, they will appear under the “Contents” tab. 

G. Click on the “Check in Document” icon and you will get a “Save” dialog box. 
Click “Open.” 

H. After you have done this for both documents, enter a case Discussion with your 
RF findings stating that you have sent the screen prints to be scanned as CSD. 

I. Send the case to Up-front Approver. 


We have amended section 9.2 of the FOIA/PA Assistant’s Guide as follows, new 
information in red: 

If we receive a request for specific records that belong to an agency outside of DHS, we close 
it and write a “redirect letter.” If it is a general request for “My Complete A-File” or “All my 
records,” you must conduct a search for responsive records. 

If you find an A-file, you should create the case and staff for the file. Please refer to the flow 
charts at Appendix H. Before you redirect the case, you must verify we have no record. 

When conducting research, do the queries and provide screen prints of CIS 9103, CIS 9102, 
CIS 9104 and PCQS or CLAIMS searches. There should be no less than two pages and may 
be lengthier if the subject has provided multiple names. Prepare a “Scan As” sheet to be 
attached to the screen prints and take them to the OA room for scanning as CSD. In your 
Discussion, you should also name the systems you searched and state that you have sent the 
documentation to OA for scanning as CSD. 

Redirecting the Case to another Agency or Unit 

A. Create the case 

B. Conduct a search for responsive records. Prepare screen prints and “Scan As” 
sheet. 

C. Under the “Tasks” tab, select Final Action Letter. Select “RD: Referred to a DHS 
Component” as the final action code. Under “Redirects/Referrals” select the 
component to which we are redirecting the request and click “Submit.” 

D. FIPS will automatically create a document: a final action RD letter to the 
requester. 

E. FIPS then generates the Word document. 

F. You will need to edit the RD letter/document to add needed information. After 
you exit from the Word document, it will appear under the “Contents” tab. 
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G. Click on the “Check in Document” icon and you will get a “Save” dialog box. 
Click “Open.” 

H. After you have done this for the document, enter a case Discussion with your RD 
findings stating that you have sent the screen prints to be scanned as CSD. 

I. Send the case to Up-front Approver. 
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USCIS FOIA INFORMATION BULLETIN 

July 26, 2013 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added new information to Section 7, CERTIFICATION OF 
AGREEMENT, VERIFICATION OF IDENTITY, AND DESCRIPTION OF 
RECORDS, of the FOIA/PA Assistant ’s Guide as follows (new information in red): 

If a person is not requesting a Privacy Act Record, then there is no requirement to 
establish Verification of Identity or Certification of Agreement. Non-Privacy Act Record 
requests frequently fall under SIG. Such a request may arrive by mail, fax or e-mail, and 
do not require a signature. Requesters must provide name, mailing address and adequate 
description of the records they are seeking. By submitting the request, the person is 
agreeing to pay fees up to $25.00, unless they specify more. 

Additionally, if a requester establishes that the subject of record is deceased, or if the 
subject of record is more than 100 years old, then the requester is not required to establish 
his or her own Verification of Identity. The same requirements apply to a request for the 
file of a deceased person as apply to a request for a Non-Privacy Act Record. 


We have changed section 8.19 Situation: Certification of Record of the FOIA/PA 
Assistant’s Guide as follows ( old information in strik e through new information in red): 

8.19 SITUATION: Certification of record 

When creating a new case, insert a Discussion “certified documents requested.” 

Create the case as normal. If you are closing the case as no record, total denial or 
failure to comply, there is no need to address certification of record in the final 
action letter. If you are not closing the case NR, TD or FC, and if the requester 
does not want a copy of the whole file, but specifically requests only a certified 
copy of a particular document, you will be closing the case NB. According to the 
situation, please add the following paragraph(s) into your final action letter: 

NB Situation 1 : If a request is only a request for a certified copy of a Name 
Change document, insert the following paragraph: 
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Regarding your request for a certified copy of Name Change document, 
you may check with the Court that issued and certified the Name Change 
document. 

NB Situation 2: If a request is only for a certified copy of Certificate of 
Naturalization of a living person and not a request for the whole file: 

This is in response to your request for a certified copy of your Certificate 
of Naturalization. 

To request a “Certified True Copy” of your Certificate of Naturalization, 
and if you have the original document, you must make an appointment at 
your local USCIS office by using the on-line InfoPass Appointment 
Scheduler. If you do not have the original document, to request a 
replacement of your Certificate of Naturalization, you must fill out Form 
N-565, Application for Replacement Naturalization/Citizenship 
Document. Please see www : uscis : go\ for more information about these 
processes and the downloadable Form N-565. 

If you have additional questions, you may contact your local USCIS 
Office or call the National Customer Service Center at 1-800-375-5283 
(TTY 1-800-767-1833). 

If the request is for a copy of the whole file, and there is a request for certified 
copy of a naturalization certificate of a deceased person (but not Italian dual 
citizenship - if it is an Italian dual citizenship request, please go to section 8.20 of 
this guide), or if it is a request for any other documents that may be within the 
file, you will not close the case NB. Please staff for the file and add this 
paragraph to your acknowledgment letter: 

You requested a certified copy of a U.S. Citizenship and Immigration 
Services (USCIS) record. The National Records Center does not certify 
documents and is responding with a copy of these records as required 
under the Freedom of Information Act/Privacy Act. 


Wh e n cr e ating a n e w cas e , ins e rt a Discussion “r e qu e st e r wants docum e nts 
c e rtifi e d.” Th e proc e ssor or approv e r will handl e th e c e rtification proc e ss. 

C e rtification of r e cords is don e in accordanc e with 8 C.F.R. § 103.7(d) and th e 
R e cords Op e rations Handbook (ROH). 

Th e NRC will c e rtify c e rtain docum e nts from A fil e s as b e ing tru e and corr e ct 
copi e s: - -Th e' -physical-file must b e locat e d - at - e ith e r - th e NRG - or - th e 
FRC. G e n e alogy r e qu e sts that w e r e r e c e iv e d, staff e d and proc e ss e d by NRC can 
also b e c e rtifi e d by th e NRC. Th e NRC will not c e rtify copi e s of docum e nts that 
b e long to oth e r ag e nci e s. Information will b e provid e d to th e r e qu e st e r on how to 
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obtain c e rtifi e d copi e s of th e s e docum e nts. Th e NRC can also provid e a c e rtifi e d 
l e tt e r giving information such as th e dat e of e ntry and th e status of th e individual. 

First, - e valuat e if - th e - r e que s t qualifi e s und e r - the G e n e alogy Program - . R e f e r - to - th e 
s e ction — e ntitl e d Ca se-Sg^ 

NRC will not c e rtify naturalization c e rtificat e s for living persons If th e 
individual has his or h e r original naturalization c e rtificat e and want or n ee d a 
c e rtifi e d copy of it, h e or sh e must mak e an INFOPASS appointm e nt. An 
individual must submit an N 56$, Application for R e plac e m e nt 
Naturalization/Citiz e nship Docum e nt if h e or sh e has lost or misplac e d th e 
original. 

R e cords S e rvic e s Branch, USCIS do e s all c e rtificat e s of non e xist e nc e ; th e s e 
r e qu e sts must b e submitt e d in writing to th e addr e ss shown b e low: 

U.S. Citiz e nship and Immigration S e rvic e s 
ATTN: R e cords S e rvic e Branch 
1200 First Str ee t, NE, 2 nd Floor 
Washington, DC 20529 220d 


We have changed section 16a. TD (total denial) CASE 
CLOSINGS, section H. back to Up-front Approver as follows (new 

information in red, d e l e t e d portion in strik e through ): 

16a. TD (total denial) CASE CLOSINGS 


Send to Up-front Gase Approver. 


We have added referral addresses to the Case Processing References folder. 

We have added a new Section 5.03, Requests for Non-Privacy Act Records, to the 
Processing Guide as follows (new information in red): 

If a person is not requesting a Privacy Act Record, then there is no requirement to 
establish Verification of Identity or Certification of Agreement. Non-Privacy Act Record 
requests frequently fall under SIG. Such a request may arrive by mail, fax or e-mail, and 
do not require a signature. Requesters must provide name, mailing address and adequate 
description of the records they are seeking. By submitting the request, the person is 
agreeing to pay fees up to $25.00, unless they specify more. 

Additionally, if a requester establishes that the subject of record is deceased, or if the 
subject of record is more than 100 years old, then the requester is not required to establish 
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his or her own Verification of Identity. The same requirements apply to a request for the 
file of a deceased person as apply to a request for a Non-Privacy Act Record. 


We have added a new Section 27.27 .e to the Processing Guide as follows (new 
information in red): 

27.27.e If you are processing a FOIA case, there are certain USCIS 

personnel whose names you should withhold even when not performing a law 
enforcement function, citing Exemption (b)(6). Those personnel are: 

(1) Refugee Officers 

(2) Asylum Officers 

(3) FDNS personnel. 

In addition to that, there are times you must use your judgment. If any person is 
working overseas, especially in a sensitive region, and if you feel that person 
could be a potential target for extortion, kidnapping or interference in 
performance of duty, you should protect that person’s name, direct line phone 
numbers and e-mail addresses, along with any other identifying information. If 
you have a doubt, please contact a supervisor. 

W e have added new information to Section 27.3 1 .n of the Processing Guide as 
follows (new information in red): 


27.3 l.n Death extinguishes the right to privacy. Sensitive or graphic 
personal details relating to an individual’s death may be withheld to protect 
family members. Examples of this could be photographs of a death scene or 
results of an autopsy. 

We always process the file of a deceased person under the FOIA, regardless of the 
subject of record’s status at time of death. 

PH rules in this section generally apply to living persons requesting a copy of 
their own files. Third-party documents and PII rules are very different when you 
are processing the file of a deceased person, and that is because you are protecting 
the identities of every person except the deceased person. You must redact names 
and protect identities of any individual who could be alive, unless we have 
certification of agreement to release information from the individual. For 
instance, when you process the file of a deceased person, you would release only 
the name of the subject of record on a birth certificate, unless there is some other 
reason to release the other names and identifying information, for instance: 

1 . The requester is a child on the birth certificate and the requester 
provided signed verification of identity with the request. 

2. The requester also provided proof of death of other party(ies) to the 
birth certificate. 
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3. You know that other party(ies) to the birth certificate are more than 
100 years old. 

4. You know from some other source, such as news media or SSDI that 
other party(ies) to the birth certificate are deceased - and if that is the 
situation, please provide your source of information in your case 
summary discussion. 

When you process the file of a deceased person, you will partially withhold other 
documents, such as marriage certificates, joint tax returns and even documents 
that were originally provided by the subject of record, all of which you would 
normally release if a living person requested a copy of his or her own file. 
Additionally, you must review death certificates and possibly protect PII of the 
person reporting the death. 

A requester is not required to establish his or her own identity to request the file 
of a deceased person. If the requester did not do so, you must withhold the 
requester’s own PII that may be within the deceased person’s file. 


We have modified Section 27.36, Choicepoint/Discoverv 
Plus/CLEAR/Accurint/LexisNexis Person Searches of the Processing Guide as 
follows (new information in red, d e l e t e d portion in strik e through ): 

Choicepoint and Discovery Plus (there could be others such as CLEAR, LexisNexis 
Faces of the Nation, and Accurint) are research tools used by adjudicators or 
investigators. These screen prints are compiled for law enforcement investigatory 
purposes. Fully withhold documents from systems such as these citing Exemption 
(b)(7)(E). If there is any third party PII, please also cite Exemption (b)(6)(7)(C). If you 
are processing a Privacy Act case, you will need to apply Exemption (k)(2). Apply only 
the applicable exemptions. 
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USCIS FOIA INFORMATION BULLETIN 

July 20, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have amended section 27.45.f of the Processing Guide as follows, new 
information in red: 

27.45.f TECS 1-94 printouts 

27.45. f.l 1-94 Departure Record (computer generated) -should be 

released in full. 

27.45. f.2 1-94 Arrival/Departure Display - Please withhold the 

TID number and the Inspector Number, citing Exemption (b)(7)(C), or 
(k)(2) and (b)(7)(C) if PA. 

We have amended section 27.38 Processing Form 1-181, Memorandum of 
Creation of Record of Lawful Permanent Residence of the Processing Guide as 

follows, new information in red: 

If this is a first party request, release Form 1-181, Memorandum of Creation of Record of 
Lawful Permanent Residence if marked (stamped or handwritten) approved. Keep in 
mind there may be an IBIS stamp on the form, so you might not always fully release it. 

The same rule applies if the Form 1-181 is marked denied or terminated. You should 
fully release it unless there is an IBIS stamp. If there are additional copies without 
markings following a denied or terminated copy, please fully withhold those copies, 
citing Exemption (b)(5). 

If you are processing a FOIA and the 1-181 has not been stamped approved, terminated 
or denied, then please fully withhold it, citing Exemption (b)(5). 


We have added a new section 28.01.h to the Processing guide, as follows: 

28.01 .h Please treat attachments as independent documents. That is to say, 
if you refer a cover letter, you should not refer all attachments just because they 
are attachments. Instead, you should process those documents according to 
guidance we have already. For example, if an attorney addresses a letter to ICE 
and says Exhibit A attached is the subject’s birth certificate, we should refer the 
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letter addressed to ICE, but not the birth certificate. We know how to process the 
birth certificate, and ICE does not need that birth certificate in order to know how 
to withhold or release the cover letter. 


We have amended Appendix H, the section dealing with Form 1-140, sup e rc e d e d 
information in strik e through , new information in red: 

If the petitioner is an individual, withhold th e p e tition in full and if the case is a FOIA, 
and if you do not have consent from the petitioner, you would release only information 
relating to the beneficiary. Please protect any highly personal information. 


We have amended section 6.3 . 1 . 1 Track 1 - of the FOIA/PA Assistant ’s Guide, 
sup e rc e d e d information in strik e through , new information in red: 

Track I requests for receipt files and requests for partial records such as a specific 
document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you should cr e at e und e r cat e gory 
Asylum and Ali e n fil e for r e fug ee r e qu e sts. Assign thos e to Track 2 ). 

Track I requests for receipt files and requests for partial records such as a specific 
document. A specific document request consists of three documents or less 
(except asylum or refugee requests, which you must evaluate more carefully - 
please refer to section 8.24 SITUATIO N: Re q ue sts for Asylum or Refugee 
documentation). 


We have added a new section 8.24 SITUATION: Requests for Asylum or 
Refugee documentation to the FOIA/PA Assistant ’s Guide , as follows: 

Asylum and refugee A-Files can be very large. We frequently see voluminous evidence 
of past persecution or conditions that would jeopardize the life or safety of the applicant. 
Because of this, we do not adhere strictly to the “three documents or less” rule when 
deciding whether we have a Track 1 or Track 2 case. The two examples below show 
first, a Track 1 and second, a Track 2: 

Example 1, Track 1: 
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An asylum application and a Form 1-589 are the same thing. They are usually about 10 
pages. There are some things we might do to help decide whether this is Track 1 or 
Track 2. For instance, we might want to ask a more experienced creator what it takes to 
establish eligibility for NACARA. For NACARA, if the requester can produce a Form I- 
589 that was accepted by the service and lists the daughter on it, the requester can 
establish eligibility. We could conclude that all the requester needs is the Form 1-589. 
Alternatively, we might call the attorney’s office to ask if they mean only the Form 1-589 
and nothing else. In either case, you would create a Discussion explaining what you did 
and why, and modify the acknowledgment letter, using language as close as possible to 
the request while remaining grammatically correct, stating, for example, “you specifically 
requested all Forms 1-589, Asylum Applications.” If we do not state it that specifically in 
the acknowlegment letter, the processor will be forced to process the case as if it were a 
request for the entire file. An example of such a failure would be “you specifically 
requested asylum documents.” 

Example 2, Track 2: 
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This may as well be a request for the entire file. Even if this request had only listed three 
things: “1-589, evidence and decisions,” we should still create this as a Track 2 rather 
than a Track 1 because “evidence” could imply hundreds of pages. 


There are other times that the decision to assign the case to Track 1 or Track 2 is not 
clear, and at those times it helps to speak with more experienced creators, your 
supervisor, or as a last resort, create a Discussion and send the case to Unit Chief. 
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USCIS FOIA INFORMATION BULLETIN 

July 13,2012 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 

We have modified the Case Create Flowchart for Specific Documents of Appendix H of 
the FOIA/PA Assistant ’s Guide, as follows: 


Case Create Flow Chart for Specific Docs 


Entry/Exit, Border Incident, 
Removal, Departure, i-94or 
arrests 


Receipt file - Petition - 
I-129F or f-130 


Visa Info, B1/B2, U or T visa 


SEVIS info, F, J or M visa 



Section 27.33 of the Processing Guide, has been changed, ^upereeded-vers i en-i - n 
strik e through , new version in red: 


27.33 Supporting Documents or Exhibits submitted with applications or 
petitions 

If you ar e proc e ssing an I 129F or I 130 p e tition, (wh e th e r it’s in an A fil e or a r e c e ipt 

lilt/ J 
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• — with th e cons e nt of th e b e n e ficiary, 

* — but without th e cons e nt of th e p e tition e r, 

♦ — th e n prot e ct th e PII of th e p e tition e r in any attach e d e xhibits th e sam e as 
you would prot e ct th e PII of th e p e tition e r in th e l e ft - hand column of th e L 
129F or I 130, (such as withholding in full th e p e tition e r’s R e sid e nt Ali e n 
Card, or partially withholding th e p e titioner’s W 2’s), 

• — unless th e FOIA r e qu e st e r is th e sam e attorn e y as th e attorn e y who fd e d 
th e p e tition AND th e r e is a G 28 within th e fil e sign e d by th e p e tition e r 
showing r e pr e s e ntation by that attorn e y. In such a cas e , r e l e as e th e PII of 
th e p e tition e r to th e attorn e y. 

Note: Documents filed with the court, or that have been served on the subject or their 
attomey/representative do not fall under this rule. 


27.33 Supporting Documents or Exhibits Submitted with Petitions 

An I-129F or 1-130 petition, if submitted by an attorney, will be accompanied by a Form 
G-28 for each party. The G-28 is valid for representation specifically for the benefit 
being sought and does not carry over to other actions. As a result, when we process a 
subsequent FOIA request from the beneficiary, we cannot rely on the previously 
submitted G-28 in order to release personal information pertaining to the petitioner. 
Unless the FOIA request contains consent of both parties, the processor must withhold 
sensitive or personally identifiable third party information in accordance with the 
guidelines in section 27.31, Third-party .Documents and PH. 

For example, an attorney files an 1-130 with the agency. He represents both the 
petitioner and the beneficiary in the filing and submits G-28’s for both parties with the I- 
130. He files a FOIA request 12 months later, but includes with his FOIA request 
consent from the beneficiary only. The beneficiary has not adjusted status, so the case is 
FOIA. In order to protect the interest of USCIS, without consent for the purpose of the 
FOIA case you are processing, you should not release the information of the petitioner 
to the attorney, even though the petitioner’s information was originally submitted by the 
same attorney. 

Note: Documents filed with the court, or that have been served on the subject or their 
attomey/representative do not fall under this rule. 


Section 28. 14, ICE Documents, of the Processing Guide has been changed. Added 
information in red: 

Refer any document originating with, authored by or addressed to Immigration and 
Customs Enforcement to ICE. Do not hide the name of the agency. Please also refer any 
legacy INS document having to do with OPLA, detention or deportation to ICE. 
Generally speaking, legacy INS functions that became ICE are deportation, detention and 
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removal. Most attorney work product has to do with removal and deportation, which is 
an ICE function. If attorney work product does not concern removal and deportation, it 
may have been prepared by a USCIS attorney. Ordinarily, if the case contains third party 
documents belonging to another agency, we do not refer those documents. The exception 
to this rule is ICE. Even if the ICE-authored document refers to a third party from whom 
we do not have consent, refer the page to ICE. 


We have added a new section 28. 14.1 to the Processing Guide, as follows: 

28.14.1 EARM and/or DACS subsystem displays can be 

accessed from Central Index System. If the subsystem display is 
blank and there is no data for the individual, then there is no need 
to refer the screen to ICE. However, if the subsystem display does 
contain information, since ICE owns that information, ICE should 
decide whether to withhold or release it. Please refer those screens 
to ICE. 
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FINAL CHARGE. DEPART ORE COUNTRY: DEPART.' CL EAR: ED STATUS;. 

PORT OF DEP: DATE: OF DEPARTURE: DOCKET CONTROL OFFICE: 


OVER- KEY' 


■NUMBER TO Di SPLAY IIEaV PERSON 


PRESS :E NITER, 


CLEAR EXIT P FT DNS R L AY MENU PF5 HE L P F'F5 CIS MAIM MENU P F S DISPLAY HIST 


We have added new information to section 28.15, Referring or Processing Documents 
Originating from NVC . of the Processing Guide, as follows: 


If you must inform a requester that a specific receipt file is at the National Visa Center, 
you may add the following paragraph to your final action letter: 

The petition [insert petition information] has been approved and forwarded to the 
National Visa Center for processing. It is no longer under the control of USCIS. To 
reach the National Visa Center (Immigrant visa inquiries, including assistance regarding 
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the new DS-260 Online Immigrant Visa Application) call: 603-334-0700 or e-mail: 
NVCINQUIRY@state.gov. 


4136 



USCIS FOIA INFORMATION BULLETIN 

July 10,2015 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance and 
Customer Service Group as a communication tool regarding current information of use and 
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about bulletin 
topics. 


We have updated section 7.3.2, Finding Multiple Matches of the FOIA/PA Assistant’s 
Guide as follows ( d e l e t e d information l n^s t - Hlc -et hr -e ugh , new information in red): 


7.3.2 Finding Multiple Matches 

You may possibly find multipl e match e s, and you may b e unabl e to confirm a match to th e 
r e cords du e- to limit e d information - provid e d by th e - r e qu e stor. Sometimes a requestor provides 
complete Verification of Identity, but you still cannot locate the Subject of Record. Common 
subject names will result in multiple name and date of birth matches. You may find no matches 
at all. You may need all th e additional beneficiary and/or petitioner PII to find a petition. In 
situations like this, we do not have a reasonable description of the records the requestor wants. 
We will have to send ask for additional requestor documentation, specifically: 

A. Alien Number (if known) 

B. Application/Petition Receipt Number (if known). 

Additionally, we may ask for items of information such as names of the mother and father. If you 
have found more than one possible match, and those matches have parents’ names in CIS, we 
can narrow our search or confirm we have the right A-Number. The requestor is not required by 
law or regulation to provide that information, but if the requestor does not, we may be unable to 
locate a responsive record. 

Please request the additional PH with your Acknowledgement Letter. Check all relevant boxes 
on the requestor documentation worksheet, save the letter, and check it in. Do not staff for a file 
if you are sending for requestor documentation. In the “Contents” tab, you will see a Pending slot 
for Requestor Documentation. Send the case to Pend. After we receive a response from the 
requestor, a FOIA/PA Assistant or Government Information Specialist working in Records 
Locator queue will request the file. The processor will use the requested information to verify the 
release of the correct records. 

Note: if the requestor entered “unknown,” or “none” for any element of the above PII, please do 
not request this information as part of the Acknowledgement Letter. For example, if the 
requestor entered “unknown,” “none” or “N/A” under Alien Number, it does not make sense to 


4137 



ask for their A-Number. You may have to use discretion. If you found parents’ names in CIS and 
it would help to match the person to the A-Number, you may ask them for parents’ names, even 
though the requestor may have entered “unknown,” “none” or “N/A” under Father ’s Name and 
Mother’s Name. If in doubt, please consult a supervisor. 


We have updated section 32, RECORDS LOCATOR QUEUE, of the FOIA/PA Assistant’s 
Guide as follows ( d e l e t e d information in strik e through , new information in red): 


32. RECORDS LOCATOR QUEUE 


Cases assigned to Records Locator queue will require some kind of action. Some of the most 
common reasons are: 

• The staffing has to be re-pended (please refer to section 33) 

• Additional PII or c e rtification of agr ee m e nt is n eeded to verify the correct file (please refer to 
section 32.7) 

• Requestor docs have been received (please refer to section 32.8) 

• The wrong records were scanned into the case (please refer to section 32.9) 

• We need to send an interim interest letter to an incarcerated individual (please refer to section 
32.10) 

• The file is lost or we got a response of not found or consolidated from a service center (please refer 
to section 32.11) 

• Requestor writes to request the record on paper (please refer to section 32. 12) 

• Requestor wants to change the track of their case (please refer to section 34). 


We have updated section 32.7, Additional PII Needed, of the FOIA/PA Assistant’s Guide as 
follows ( deleted information in strikethrough ): 

32.7 Additional PII needed: Sometimes when a processor retrieves a case, he or she will 
determine that additional PII or v e rification of id e ntity is needed from the requestor/subject. 

You will have to create another Acknowledgement Letter and check the other documentation 
box. The Requestor Documentation Attachment will automatically be added to the 
Acknowledgement Letter. Check the boxes required and pend the case for Requestor 
Documentation. If the processor is asking for information that is already present in the scanned 
documents, put in a Discussion asking for clarification on what the processor is requesting. You 
may also have to point them to the slot where the information is currently contained. Send the 
case to Unit Chief with a Discussion. 
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We have updated section 5.02, Verification of Identity, of the Processing Guide as 
follows ( d e l e t e d information in strik e through , new information in red): 

5.02 Verification of Identity 


If the requestor is asking for records concerning (a living) individual, and if there is only one 
signature, andrit the request does not fall under one of the categories above for certification of 
agreement and/or verification of identity, create a new Discussion stating the problem and send 
th e cas e to R e cords Locator either close the case as a Total Denial or a Failure to Comply, based 
on the decision matrix shown below. 


Self 

Not needed 

If adequate 

No close - staff 

Self 

Not needed 

If inadequate 

FC - Sec. 16b 

3 rd Party (incl Atty) 

If adequate 

If adequate 

No close - staff 

3 rd Party (incl Atty) 

If inadequate then 

Does not matter 

TD-Sec. 16a 

3 rd Party (incl Atty) 

If adequate 

If inadequate 

FC- Sec 16b j 

3 rd Party (incl Atty) 

Other proof (death 
cert, proof of 
guardianship) 

Must establish 
identity of subject of 
record 

No close - staff \ 


We have updated paragraph 6. I f. of section 6, PREPARING RECORDS FOR 
DISCLOSURE, of the Processing Guide as follows ( d e l e t e d information in strik e through , new 
information in red): 

6. 1 ,f. Confirm certification of agreement, verification of identity, and reasonable description of 
records being sought. For more information, read section 5, CERTIFICATION OF 
AGREEMENT AND VERIFICATION OF IDENTITY. If the requestor has specified that it is a 
third party request, please read the section 12, THIRD PARTY REQUESTS. Otherwise, if you 
do not have the necessary certification of agreement or verification of identity, pl e as e consult 
with your sup e rvisor please close the case as a Total Denial or Failure to Comply based on the 
decision matrix found in section 5.02, Verification of Identity. 
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USCIS FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

July 8,2011 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 

A new flow chart for Lost File procedure has been added to APPENDIX Hi 

CASE CREAT E FLOW CHARTS in the FOIA/PA Assistant’s Guide 


Additionally, in paragraphs 

12.7.2 Files Lost or Not Found LESS THAN NINE MONTHS 
and 

12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS 
the following new sentence has been added: 

Note: Please refer to the Lost File Flowchart which you will find in Appendix H. 
(the new flowchart follows on the next page) 
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Lost File Flowchart 


Less than 9 months 


More than 9 months 


Does the A file show lost in both 
CIS-9504 AND NFTS? 


Does CIS-9504 and NFTS show the 
A file lost for more than 9 months? 


f ' 

r 

Yes 


No 


Request the file per the 
FCO in NFTS. 


Click “In Circular Search” and Save. 

Staff using the Lost File at FCO: file request 

and include the FCO, CIS screen print that shows the 
file is lost (attach 9504 screen print to last page of 
staffing sheet.). Check the File Missing/lost button, 
select Lost File at FCO, request File, Modify the letter 
as needed 


Go to tasks, start the ack 
letter and mark the "add 
lost file" paragraph. 
Generate ack letter. 


Create the case as 
normal. Stop: you are 
done. 


You need to manually pend the file so that it will move to 
Records Locator at the 9 month* mark. Example, CIS 
shows the file has been lost for 1 month, you will need to 
manually pend the case for 240 days. If the case has been 
lost for 8 months, you will pend the case for 30 days. We 
can not take action on the case until the file has been lost 
in CIS for more than 9 months. 


Did you find multiple A file’s, T- 
files, or receipt files? 



Has there been any activity in 
PCQS or Claims within the last 2 
years? 



Are there any additional files 
that are responsive to the 
request such as receipt files, 
t-files, or additional A files? 


Search CIS 9101 for possible 
family members. Search 2 digits 
up and 2 digits down. Example: if 
the A number ends in 7, change 
the last digit of the A number to 
read 5, 6, 8, 9. Did you find any 
possible family members? 


Complete the lost file worksheet and 
attach all CIS screen prints including 
the 2 up and 2 down screen prints as 
CSD’s. Go to the next step. 


Follow the procedures 
under “Less than 9 
months.” 


Send the case to 
U/C with a 
Discussion stating 
what the activity 
was and list the 
receipt files or A 
files in the 
Discussion. 


Staff for additional files. Do not 
staff for lost A file. Insert a 
Discussion stating that the A file 
is lost. Case processor, please 
verify original A file is still lost. 
Advise the requester that the 
original A-file is lost. Close case 
as a PD even if no redactions are 


E-mail MSB for resolution with 
the lost A number and control 
number of case. 



Send case to U/C. Put in a 
Discussion stating that the A 
number is lost, but found 
possible family member and 
list the A numbers found. 

■■■ ou are done. 


Create a final action letter and select the status UT. In the final action letter, 
after the sentence “you may, if you wish resubmit at a later date,” please add 
the following sentence: “as we were unable to locate a physical file, we are 
including screen prints of the electronic record.” Go to the next step. 


In the UT final action letter, attach only the 9101 screen print of the subject 
(Cut and paste from CIS) to the last page of the UT letter. 


Use 30 days to equal one month. 


In your discussion, note all systems you checked and specify the date lost 
in CIS. Make sure your CSD’s have been sent for scanning and send 
case to Up-Front Approver. Stop: you are done . 
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A third Exception to paragraph 43. A-FILES CONTAINING MEDIA of the 
Processing Guide will be added as follows: 


3. If the media in the case is not responsive to the request (mostly in track 1), please send 
an e-mail to MSB and let them know that the media is not responsive and does not need 
to be mailed out. After this, please prepare a Discussion detailing what you have done so 
that the approver will know you have taken care of it. 


A new bullet has been added to paragraph 28 . 06 IIS. Department of State documents of 
the Processing Guide as follows: 

• Refer any State Department document, whether it pertains to a nonimmigrant visa 
or an immigrant visa, if it bears the following warning: 

Sensitive But Unclassified (SBU) - Information Protected under IN A 222(f) and 9 

F AM 40.4 

This record cannot be transferred or reproduced in its entirety without the 
permission of the Department of State - Bureau of Consular Affairs (Visa Services) 


Paragraph 6. 1 . 1 . 10 of the FOIA/PA Assistant’s Guide has been changed as follows: 

Old version: 

6.1.1.10 If the only evidence of an attorney is an envelope or letter, but there is not a 
duly executed Form G-28, create the case using the name and address of the requester in 
Section 2, “Requester Information” Do not use the address on the envelope or 
letterhead. 

New version: 

6.1.1.10 If the request came to us on Form G-639, always use the name and address of 
the requester in Section 2, “ Requester Information” Do not use the address on the 
envelope, or Form G-28 or letterhead unless the requester did not use Form G-639 or 
unless Section 2 of Form G-639 is illegible. If the address on the G-639 is a foreign 
consulate office, or is a congressional office, you may use the address listed on the G-28, 
or other documents in the request, such as an envelope. If you can find no other address, 
insert a case note and send the case to U/C. 

Be careful - it is easy to miss apartment or suite numbers because the space for them is at 
the right side of Form G-639. 


The following has been added to 6.4 SEARCH FOR DUPLICATE CASES of the 
FOIA/PA Assistant’s Guide: (old text lined through, new text in red) 
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This does not include instances in which the requester has faxed the request and then 
mailed it. If you open a case and find that the exact same request has very recently been 
created, chances are that you have opened the mailed copy which followed a few days 
after the fax. Clos e this cas e as ER (cr e at e d in e rror). Do not create such a case. Click 
“Send to Research.” That case will go and you will be ready for your next case. 

Ordinarily, you will search by Alien Number, and if you do not find a duplicate or similar 
case, your search will be complete. If the requester did not provide an alien number, you 
may search by the subject’s last name and first name, or even by the requester’s last name 
and first name. You may use a percent sign (%) as a wild-card for these searches. For 
example, if the requester’s name is Jaime Vazquez, but you see he also has spelled his 
name Vasquez - you can search by Subject Last Name “Va%” and Subject First Name 
“Jaime.” 

Further on within paragraph 6.4, in the examples, there are two more changes: 

Cr e at e a Final Action L e tt e r and s e l e ct final action cod e ER: Cr e at e d in Error. Aft e r this, 
s e nd th e cas e to Up front Approv e r Do not click “Create Case.” Click “Send to 
Research.” You will then be ready for your next case. 

If you determine that it is not a true duplicate, please insert a new Discussion entitled 
“Similar Case” in each of the cases, so that a processor or approver can review both. 


If the date of the request is either the same as your request or within a very few days and: 

1 . The requester is the same, and 

2. The information being requested is the same in both requests, 

Do not close this case as a duplicate. Inst e ad, clos e this cas e as ER (cr e at e d in error ) Do 
not click “Create Case.” Click “Send to Research.” 
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USCIS FOIA INFORMATION BULLETIN 

January 25, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have revised section 27.45.b of the Processing Guide , as follows (new 
information in red): 


27.45.b TECS II Person Subject Display 

we should refer TECS screen prints originating with Immigration and Customs 
Enforcement to ICE. Please process the TECS screens originating with Customs and 
Border Protection (CBP). The “TECS RECORD ID” in the upper left hand comer 
indicates who the screen print belongs to as does information listed in the 
“CONTACT” portion of the screen print. 

The last three letters of the “TECS RECORD ID” identify the contact or the TECS 
record owner. At some point, TECS codes could become public knowledge. Certain 
TECS codes disclose the record concerns a NAILS lookout or other critical piece of 
law enforcement information. APPENDIX F of this guide has a listing of TECS 
codes. Please look up the last three characters of the TECS code. Ordinarily, we 
release the TECS RECORD ID number, and most of the codes would disclose 
nothing. However, for example, if the last three characters are BIO, you search BIO 
and see the code refers to TIPOFF / TERRORIST, then you should withhold the 
TECS RECORD ID, citing Exemption (b)(7)(E), or (k)(2) and (b)(7)(E) if PA. If you 
are unsure of whether to withhold the TECS RECORD ID, please contact a 
supervisor. If the TECS code is not in APPENDIX F, you may make a decision to 
withhold or release based on the content of the narrative. Again, if you are unsure, 
please contact a supervisor. It may be necessary to send the case to admin until 
QA/CS is able to determine what the code is. 

When you are processing a TECS record originating from CBP, first, you should 
withhold the TID number, citing Exemption (b)(7)(C), or (k)(2) and (b)(7)(C) if PA. 
Next, beginning with the portion of the screen print titled “CONTACT” and ending 
just above the computer function keys, you should redact this entire area citing 
Exemptions (b)(7)(C) and (b)(7)(E), or (k)(2) (b)(7)(C) and (b)(7)(E) if PA. 


We have revised section 6. 2. 2. 4 of the FOIA/PA Assistant’s Guide, as follows 
( dek t e d 4nft>Fm - a t k>n -- m - s t r i ket - hrough , new information in red): 
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6.2.2.4 Do not enter the petitioner’s A-Number if the request is only for a copy of 
an unconsolidated petition filed on behalf of someone else. If the request is for all 
records, we would need to staff for the A-Number and receipt file. If the subject 
of the A-Number and beneficiary are different people, you must create multipl e 
additional cases. 


We have revised section 6. 3. 6. 7 of the FOIA/PA Assistant’s Guide, as follows 
( d e l e t e d information in strik e through , new information in red): 

6.3.6 .7 If there is an Expedited Treatment Requested cover sheet, and if you 
determine during case create that you must create additional cases this n ee ds to b e 
a multiple case , you must check the Expedited Treatment Requested box (and 
create the appropriate response letters) for each child case. On the other hand, it 
might be that we will treat only the parent case as an expedited treatment request. 
The Supervisor will make the determination or the supervisor will make a 
statement to that effect on the cover sheet, and of course, in such a situation, you 
would not mark the child cases as expedited treatment requests. Send the case to 
the Unit Chief Queue (UC) if an approval or denial is needed. Refer to section 
6.6 of this guide Multipl e Cas e Guidanc e when creating additional multipl e cases. 

We have revised section 6. 3. 9. 4 of the FOIA/PA Assistant’s Guide, as follows 
( d e l e t e d information in strik e through , new information in red): 


NOTE: If you are creating multipl e additional cases, you should do so “Cr e at e 
Additional Cas e s” before you prepare the Acknowledgment Letter and File 
Request(s) for the original case. For instructions, please refer to section 6.6 of 
this guide. 


We have added a new section 6.6, Creating Additional Cases, to the FOIA/PA 
Assistant’s Guide (new section in red): 

6.6 Creating Additional Cases 

At times, you may have to create additional cases. For instance, a requester might send 
in one G-639 and ask for "all petitions filed for my three children, whose birth certificates 
are attached." Those petitions may be consolidated into the children’s A-files, or they 
may be unconsolidated. When the requester is seeking information relating to more than 
one person on one FOIA request, you must create an additional case for each individual. 
This is true even if you are going to close all of the cases FC. 

After you have created the first case, but before you have prepared a staffing letter or an 
acknowledgment letter, go to the Tasks tab and click on Create Additional Cases. 
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The first case created from the request becomes the “Parent case;” all subsequent cases 
created (one case for each subject) become the “Child cases.” FIPS assigns consecutive 
case control numbers to the Parent case and all related Child cases, and the cases are 
given higher priority in the queue so that the Case Creator can process all related cases 
together. Requester data from the Parent case is automatically added to all related child 
cases, as are the initial request letter and any related case supporting documents. 

If you forget to create additional cases before you create acknowledgment letters, those 
documents will carry over into the Child cases. All is not lost. You may simply change 
the acknowledgment letters and save them in the Child cases. Unfortunately, you will 
have to cancel the staffmgs. Go to the Contents tab, click on “Staffing Response” or 
“Responsive Records,” click on “Manage Document,” maximize that screen, click on 
“Cancel Request,” and then go back to the Tasks tab and create a new file request based 
on the correct set of responsive records. 


After you have created the first case, but before you have prepared a staffing letter or an 
acknowledgment letter, go to the Tasks tab and click on Create Additional Cases. FIPS 
will ask how many cases need to create and will then create them semi-sequentially. That 
is to say, FIPS will number the cases in sequence, but if another person creates a case 
while the process is ongoing, that case will take the next available number, so your 
additional cases might not have exactly sequential numbers. FIPS has the ability to 
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create a parent case with up to 25 child cases. FIPS will automatically insert into each 
case a note remarking on the fact that the current case is a part of a parent/child case. 

When the requester is seeking information relating to multiple individuals on one FOIA 
request, you must create a separate case for each individual. 

After FIPS finishes creating the new case(s), you will need to create an acknowledgement 
letter, request any additional information (if applicable) and staff for responsive records. 
Of course, nothing is ever this simple all of the time. Now you are ready to determine 
consent and PII. 
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USCIS FOIA INFORMATION BULLETIN 

January 20, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have updated Section 43, A-FILES CONTAINING MEDIA of the 

FOIA/PA Processing Guide as follows (new information in red, deleted information in 
strikethrough): 

If th e cas e you ar e proc e ssing contains a CD, cass e tt e , tap e or any kind of m e dia except 
Dictaphon e , Gray Audograph, St e no - Disc or floppy disk, pl e as e follow th e instructions 
b e low. 

Once a case is processed, the processor should send an e-mail to the NRC, FOIAMEDIA 
mailbox with “Media” in the subject line. Include the control number, A-number, and 
page(s) number where the media can be located. 

Modify the final action letter by inserting the following sentence: 

“The copy of the media located in your file will be addressed under a separate cover.” 

If you believe the media has a transcript, please process and when you e-mail the FOIA 
Media mailbox, state you believe it is a transcript and also note where the transcript is 
located in the file. 

In the Summary Discussion, annotate that the file contained media and that you have 
notified NRC, FOIAMEDIA. This should be done in every circumstance. 

All files that contain media will be addressed. A separate letter is sent by the employee 
processing the media. 

EXCEPTIONS 

1. If th e fil e contains a transcript of th e m e dia, r e vi e w th e transcript and proc e ss it 
accordingly. In such a cas e , w e do not copy th e m e dia. Do not r e dact th e pag e with th e 
imag e of th e r e cording, and do not m e ntion it in th e Final Action L e tt e r. Please send an 
e- mflil to th e NRC, FOIAMEDIA mailbox to l e t th e m know that th e r e is ft transcript 
of th e m e dia in th e fil e . 

2 If th e fil e contains a photograph of a Dictaphon e , Gray Audograph, St e no - Disc or 
floppy disk r e cording, w e cannot r e produc e it and s e nd it to th e r e qu e st e r b e caus e w e do 
not hav e th e e quipm e nt. Pl e as e do not t e ll th e r e qu e st e r w e will. Do not r e dact th e pag e 
with th e imag e of th e r e cording, and do not m e ntion it in th e Final Action L e tt e r. Plcnsc 
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(b)(6) 


s e nd an e- mail to th e NRC, FOIAMEDIA mailbox to l e t th e m know that th e r e is a 
transcript of th e m e dia in th e fil e . 

^7 If the media in the case is not responsive to the request (mostly in track 1), i.e., a 
track 1 request for specific documents, please send an e-mail to NRC, FOIAMEDIA and 
let them know that the media is not responsive and does not need to be mailed. 

Aft e r this N ext, please prepare a detailed dDiscussion. d e tailing what you hav e don e , so 
that th e approv e r will know you hav e tak e n car e of it. Pl e as e Since the media did not 
need to be mailed, please don’t mention it in the Final Action Letter. 

We have added information to Section 12.10, foia safe of the foia/pa 

Assistant’s Guide as follows (new information in red): 


You may have an instance where NFTS shows an A and T-file at the same location, but 
only one of the files is classified. 

In a regular case, you would create one staffing for both files. 

However, classified and regular A (or T) files are most often sent to us at separate time 
frames. 

Therefore you’ll need to create two separate staffmgs for the same location. 

In the example below, you would create two staffmgs, both to KND. 



000 

KND 

Status: AVAILABLE IN RECORDS 

Audit Date: 10/20/2009 10:28:19 AM 

Last Action: 10/20/2011 10:28:19 AM Batch Audit 

Sect: ZW - Classified Files 
Resp: 0- Classified Files 

000 

KND 

Status: RECORD IN USE 

Audit Date: 10/09/2009 08:04: 13 AM 

Last Action: 10/09/201 0 08:04:1 3 AM Batch Audit 

Sect: NC - Decisional 
Resp: 00- N-400 
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USCIS FOIA INFORMATION BULLETIN 

January 17, 2014 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have changed Section 23.3, FIPS PROBLEM of the FOIA/PA Assistants 
Guide as follows (new information in red, d e l e t e d information in strik e through ): 


23.3 FIPS PROBLEM (NRC, FIPSPROBLEM) 


(b)(6) 


If there are errors in FIPS or FIPS is running slowly, copy the following people on the 
e-mail: NRC. FOIA PROGRAM . NR.C,.F1PSP|U | "T tnd your 

supervisor, th e curr e nt Assistant Dir e ctor/FOIA PA and Sup e rvisory Manag e m e nt 
Program Analyst. 


We have changed the title of Section 22 , SAVE YOUR WORK 
FREQUENTLY AND REVIEW EXEMPTIONS in the Processing Guide to 
“FIPS” 

SAVE YOUR WORK FREQUENTLY AND REVIEW EXEMPTIONS 

is now section 22a. 


We have added Section 22b, FIPS PROBLEM in the Processing Guide. It is the 
same as Section 23.3 in the FOIA/PA Assistants Guide. 


We have changed Section 27.31, Part b. Third-party Documents and PII of the 
Processing Guide as follows (new information in red): 

27.31 Third-nartv Documents and PII 

27.3 Lb With the exception of law enforcement personnel (Exemption (b)(7)(C)) and 
Refugee Officers (Exemption (b)(6)), no privacy right will outweigh the public’s right to 
know the name of the individual who performs an official act as part of their job. 
Consequently, you should not hold the names of doctors, notaries, attorneys, District 
Directors, judges, court clerks, translators, tax preparers, USCIS employees (other than 
Refugee Officers), etc. contained in an A-file. 
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We have changed Section 6.3. 4.4, Significant Interest Group (SIG) Requests of 
the FOIA/PA Assistants Guide as follows (new information in red, deleted information in 
strik e through ). 


6.3.4.4 Significant Interest Group (SIG) Requests - Generally speaking, SIG 
processes Nnon-A-File FOIA requests with a few exceptions, e xc e pt A Fil e r e qu e sts 
from th e M e dia or A Fil e s b e longing to high profil e individuals. If th e r e qu e st is not f ar 
USCIS r e cords, th e n it is not a SIG r e qu e st and s hould b e handl e d accordingly (r e f e r, 
r e dir e ct, e tc ). Please send requests involving A-files belonging to high-profile 
individuals, along with all A-file requests submitted by the media, to SIG for handling. 


We have changed Section 6.3. 4.4. 1, Significant Interest Group (SIG) Requests of 
the FOIA/PA Assistants Guide as follows (new information in red, del - eted-i-n-for-m-ati-on-i-n 
strik e through ). 

6.3.4.4.1 It is a SIG r e qu e st if: Direct the following requests to SIG for handling if: 

a. The FOIA request is for congressional correspondence; 

b. The FOIA request is from a member of the media; 
m. The FOIA request is for emails. 

We have changed Section 6.3. 4.4. 2, of the FOIA/PA Assistants Guide as follows 
(new information in red): 

6.3.4.4.2 If you believe a request qualifies as a SIG request, create the case in 

the NRC queue, but do not staff or create an acknowledgment letter. Create the case as 
follows: Track 2; Type: FOIA Request; Source: Others; Category: Others. Do not enter 
subject’s name or A-Number. You must enter a short description into the Topic block. 
Send an e-mail to NRC, FOIASIG and enter a discussion note into FIPS explaining the 
situation. Send the case to Unit Chief. 

When the FOIA request is for both an immigration file and e-mail, please staff for the 
file. Next, create a RAF ACS staffing slot for the e-mail. Send an e-mail to NRC, 
F OIA SIG , explain the situation in a discussion and send the case to Unit Chief. 

We have added a new Section 27.51, to the Processing Guide as follows (new 
information in red): 

(b)(7)(e) I 
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We have added a new Section 12.7.17, to the FOIA/PA Assistants Guide as 
follows (new information in red): 

12.7. 17 RAF ACS Staffings 

Occasionally when someone requests a file, we are unable to find it. Do we just close it 
“NR?” In certain cases, we can. 

However, if we can find something that belongs to the requester, such as a Border 
Crossing Card, CLAIMS or PCQS screen prints, we cannot close the case “NR.” 

Staff to RAF ACS all requests that you can’t find what the requester is asking for, but you 
can find other documents that relate to the subject of record. After doing so, please 
change the case to Track 1 . 
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USCIS FOIA INFORMATION BULLETIN 

January 11, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have added a new section 12.7.15 to “Staffing Scenarios” in the FOIA/PA 
Assistant’s Guide , as follows (new paragraph in red): 


12.7.15 Hidden Patriot Investigation Case 


(b)(7)(e) 


When you enter your file number into NFTS and the re sult of the search shows the FCO 
location is WAS, the code is IX, and the description is I I please do the 

following- Staff f or the file at SAC Washington and create the following discussion note: 
Investigation case. Staffed for file at SAC Washington. Once file is 


scanned into responsive records, please forward case to the current designated processor 
for processing.” Refer to screen print below. 


(b)(7)(e) 


■ 

1 




n 


General Inquiry For A********* 


Office 




Location 




A********* : 000 


WAS 


I Sect: \>\ 
Resp: oJ 


We have amended section 27.3 l.i of the Processing Guide , as follows (new 
sentences in red): 

27.3 1 .i Other than deliberative grand jury documents, release court 
documents, such as transcripts and filed exhibits in full if the subject is named in 
the document. An exception to this rule is if there is information in a pleading or 
exhibit clearly showing it was filed for in camera or ex parte review or filed under 
seal - in that situation, even though it was filed with the court, you fully withhold 
it, citing Exemption (b)(5), or (d)(5) and (b)(5) if the case is Privacy Act. If you 
are unsure, please contact a supervisor. Grand Jury deliberative documents, 
including witness statements, are covered under Exemption (b)(3), Rule 6(e). We 
withhold grand jury forepersons’ and members’ names under Exemption 
(b)(7)(C), or (k)(2) and (b)(7)(C) if the case is Privacy Act. 
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We have amended section 27.3 7 of the Processing Guide, as follows (new 
sentences in red): 

27.37 Certificate of Service and Documents Filed in Court 


If you find documents that were submitted as exhibits by the subject or his/her representative, 
and there is a stamp on the documents clearly indicating they were filed with a court, please 
release these documents in full. In addition, if there is a certificate of service that certifies 
exhibits were filed with a court, you can release the exhibits listed in the certificate of service 
in full. An exception to this rule is if there is information in a pleading or exhibit clearly 
showing it was filed for in camera or ex parte review or filed under seal - in that 
situation, even though it was filed with the court, you fully withhold it, citing Exemption 
(b)(5), or (d)(5) and (b)(5) if the case is Privacy Act. If you are unsure, please contact a 
supervisor. It is important not to confuse this procedure for handling exhibits filed with a 
court with exhibits that are submitted along with a petition. For information on supporting 
documents or exhibits submitted with petitions, please refer to section 27.33. 


We have again amended Section 27.35 as follows, new information in red, 

d e l e t e d information in strik e through : 


27.35 Asvlum/Refugee Interview Notes 

27. 35. a Notes and worksheets: Ordinarily, we fully withhold 
asylum/Refugee interview notes and question/answer worksheets that pertain to 
the interview, citing Exemption (b)(5), because they are privileged deliberative 
process. Unless otherwise stated in this section, please fully withhold 
asylum/refugee interview notes and question/answer worksheets, if they pertain to 
the interview, citing Exemption (b)(5) if processing under the FOIA and 
Exemptions (d)(5) and (b)(5) if processing under the PA. NOTE: It doesn’t 
matter whether the subject signed the form or not, please withhold asylum/refugee 
interview notes and question/answer worksheets, if they pertain to the interview, 
as stated above. 

27.35. b In addition, if you are processing an asylum or refugee case as 

FOIA, you should withhold anything that would identify family members or other 
third parties, citing Exemption (b)(6). This also includes all factual 
question/answer notes and worksheets. 

27 35 c Form 1-870, Record of Determination/Credible Fear 
Worksheet: For a first party request, release everything up to SECTION IV, 
Credible Fear Findings, which is on page 5, unless there is something before 


4156 



SECTION IV that, in your judgment, should be withheld. If in doubt, please 
consult a supervisor. Unless it is blank, fully withhold SECTION IV. Next, you 
should release SECTION V (again, unless there is something that, in your 
judgment, should be withheld) and then, if there is anything written in 
ADDITIONAL INFORMATION/CONTINUATION, evaluate it for deliberative 
process. If the case is FOIA, we cite (b)(5) and if PA, we cite (d)(5)/(b)(5). If 
this is not a first party request, please refer to guidance in section 27. 16. 

27.35.d Other Worksheets: Some worksheets, although they come from 
asylum offices, do not pertain to the interview. Some examples are the 
Flowchart of the Asylum Process, ABC Eligibility Checklist and the Asylum and 
NACARA § 203 Background Identity and Security Checklist. If a question/answer 
worksheet does not pertain to the interview, please process it according to section 
27.42 of this guide. 


We have amended section 28. 14.1 of the Processing Guide, as follows (new 
sentence in red): 


28.14.1 EARM and/or DACS subsystem displays can be 

accessed from Central Index System. If the subsystem display is 
blank and there is no data for the individual, then there is no need 
to refer the screen to ICE. Also, we have received guidance from 
ICE that if the phrase “DEPORTATION (EARM) DATA NOT 
FOUND FOR THIS A-NUMBER” appears below the display, and 
it pertains to the subject of record, we may release it. However, if 
the subsystem display does contain EARM information, since ICE 
owns that information, ICE should decide whether to withhold or 
release it. Please refer those screens to ICE. 


cratm mpimm *? of homeland security - usgis nsis/12 

COMMAND: 'CENTRAL INDEX SYSggj| - CI/EASffi SUBSYSTEM' DISPLAY ||j|^ 4 7 2 5 

At NAME: 3QB‘ 

LAST - HAMS:- 
msT mm- 

MIDDLE NAME : 

AKA LAST MAMECSi' AKA FIRS T tWBJSJ 


SStf: SEX: >1 POST SFP £££■ 

HOST RECENT UPDATE TO CIS FROM EAPM ; 

CASS CATEGORY'’ AGGRAVATED FELON ‘ 

Him CHARGE: DEPAKTURE COUNTRY: , DEP&PT/CLEARFD STATUS : 

FORT OF DEE . DATE OF DEPARTURE: DOCKET CONTROL OFFICE; 

OVER-KEY ArHUMBER TO .DISPLAY HEW PERSON — ' PRESS 2HTEP. . 

CLEAR EXIT DISPLAY MENU ,PPS, HSLF. PER CIS MATH MENU ?M DISPLAY HIST 

•LSFciTATIOM i HARM ) DATA NOT FOUND FOP THIS A--HUMSEP . 
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We have again amended Appendix C: Processing Tables (uscis 

Miscellaneous Documents) as follows, new information in red: 


Asylum/Refugee flowcharts and worksheets 
that pertain to the interview 

Withhold in full (b)(5) 

Withhold in full (d)(5) 
and (b)(5) 

Blank asylum/refugee flowcharts 

Release 

Release 

Record of Detennination/Credible Fear 
Worksheet, 1-870 

See section 27.35.C 

See section 27.35.C 


We have amended section 43 , a-files containing media of the 

Processing Guide , as follows ( old addr e ss in strik e through ,new address in red): 

If the case you are processing contains a CD, cassette, tape or any kind of media except 
Dictaphone, Gray Audograph, Steno-Disc or floppy disk, please follow the instructions 
below. 

Once a case is processed, the processor should send an e-mail to the NRC, 
NRCFOIAMSB NRC, FOIAMEDIA mailbox with “Media” in the subject line. Include 
the control number, A-number, and page(s) number where the media can be located. 
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USCIS FOIA INFORMATION BULLETIN 

April 25,2014 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added a new Section 12.11 to the FOIA-PA Assistant’s Guide as 
follows (new information in red): 

12.11 Do not staff for a receipt if the responsible party is “PEND DESTRUCT.” If you 
find a receipt file, but NFTS shows it is in “PEND DESTRUCT,” depending on the type 
of request, you may simply be staffing for the A-file and disregarding the receipt or you 
may be printing the electronic record from PCQS and creating a RAF ACS staffing for 
those pages. If you are unsure, please consult a supervisor. 



We have added new Sectionsl9.3 “Deferred Action for Childhood Arrivals” 
and 19.4 “Track 1, Specific Documents” to the Processing Guide as follows (new 
information in red): 

19.3 Deferred Action for Childhood Arrivals 


Catepsrf 



Please change the Category to “Deferred Action Childhood” if you see Form I- 
82 ID in the file or other evidence that the person filed for consideration of 
Deferred Action for Childhood Arrivals (for example, an approval notice). 


Click “Save” and then insert a Discussion with the page number where you found 
the Fonn 1-82 ID or other evidence. 
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19.4 Track 1, Specific Documents 


If the requester asked for specific documents, please view the acknowledgment 
letter. Case creators modify the specific document language in the 
acknowledgement letter to be as close as possible to the language the requester 
used in the request. The letter should have a sentence such as ‘You specifically 
requested a copy of your petition for name change,” or whatever specific 
document the requester mentioned. If the acknowledgment letter contains the 
sentence “You specifically requested Specific Doc Information,” we will have 
to process the whole file. Your supervisor may reassign the case to a track 2 
processor or may have you process the whole file. If you are unable to contact a 
supervisor immediately, please place the case in Administrator pending further 
guidance. Please add a discussion explaining what happened and send an e-mail 
to your supervisor with the case number as the subject and with the body of the e- 
mail as follows: “Words ‘Specific Doc Information’ left in acknowledgment 
letter. Case in Admin.” 


We have added information to Section 27 .01, Exemption Marking Placement, of 
the Processing Guide as follows (new information in red): 


If you are citing only one exemption on an entire page, you may either place the 
exemption stamp as close as possible to the information redacted or you may place an 
exemption stamp once at the top and once at the bottom of the page. The only time you 
may place a stamp once at the top and once at the bottom is when you are citing only one 
exemption on the entire page, or if the case is PA, only one FOIA exemption and only 
one corresponding PA exemption. 


We have added information to Sections 28.06.a.l7 of the Processing Guide as 
follows (new information in red): 

including SEVIS screen prints 

We have added information to Sections 28.14, ICE Documents and 28. 14.b 
SEVIS . of the Processing Guide as follows (new information in red): 


unless the document bears the State Department Bureau of Consular Affairs warning. In 
that situation, please refer to section 28.06. a. 17 of this guide. 
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USCIS FOIA INFORMATION BULLETIN 

April 18,2014 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have re-written Section 6 3 7 “Is there a request for fee waiver?” of the 
FOIA/PA Assistant’s Guide as follows ( del e t e d i n form at i on - i n - stri k e th rough , new 
information in red): 

Also not e : th e r e qu e st e r must ask for a f ee waiv e r. Simply including a DOJ F ee 
Waiv e r form do e s not constitut e a r e qu e st for f ee waiv e r. If th e r e qu e st e r has 
writt e n any stat e m e nt to th e e ff e ct of a r e qu e st for f ee waiv e r on th e form, th e n 
you tr e at it as a r e qu e st for f ee waiv e r. 

If there is no coversheet, how will you recognize a fee waiver request? Please 
follow these guidelines: 

1 . If the requester mentions fee waiver at all, treat it as a request for fee waiver. 

2. If the requester says anything about not being required to pay, treat it as a 
request for fee waiver. 

3. If the form is titled "Fee Waiver Request," treat it as a request for fee waiver. 

4. You may call the requester to verify that it is a fee waiver request. If you call, 
please insert a Discussion. If you tried to call but were not able to speak with the 
requester, please insert a Discussion saying so. 

5. If the requester provides some statement of financial insolvency but makes no 
mention of fee waiver request or does not mention inability to pay, then it does 
not constitute a fee waiver request, and we ignore it. 

6. Contact a supervisor if you are unsure. If you have specific guidance from a 
supervisor, please insert a Discussion saying so. 


We have modified Section 23.3 “FIPS PROBLEM” of the FOIA/PA Assistant’s 
guide and Section 22b “FIPS PROBLEM” of the Processing Guide as follows (deleted 
information in strikethrough , new information in red): 
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(b)(6) 


Send e-mails to NRC, FIPSPROBLEM, NRC, FOIA PROGRAM, r -■■■■ — 
and your supervisor th e FIPS Probl e m mailbox : 

A. If you are receiving FIPS errors, including if FIPS spontaneously closes 

B. If responsive records need to be copied from one case to another 

C. If records are incorrectly scanned in a case and need to be removed 

D. If FIPS is running unusually slow. (b)(6) 


If there are errors in FIPS or FIPS is running slowly, copy the following people on the e-mail: 
NRC, FIPSPROBLEM, NRC, FOIA PROGRAM , [ ~| md your supervisor. 

Include the following in the subject line of your e-mail: 

• If you are at a Work Stoppage and cannot do any work in FIPS, please title your 
subject line: WORK STOPPAGE, control number and issue. 

• If the case you are working on has a problem that is preventing you from 
completing it, please title your subject line, CASE NEEDS CORRECTION, 
control number and issue 

• If the message deals with a problem you can work around, please title your subject 
line: FYI ONLY, control number and issue. 


In all cases, in the body of your message, please follow the same format listed below. Attach 
sanitized screen prints if applicable. 

All e-mails to FIPSPROBLEM, NRC, FOIA PROGRAM. I "l and your 

supervisor FIPS Probl e m mailbox must contain specific instructions, including a description 
of the problem and the role of the case; standalone, create, locator or processing and the 
control number or REQ number if you were creating the case. 

* Are you teleworking or at the office? 

* Temporarily: What operating system are you using? XP or Win7? 

■ What is your cube number? 

■ What is you work extension number? 

■ If there are errors in FIPS or FIPS is running slowly, include the following 
information in the e-mail: 

o What were you doing when the problem began? 
o Did you get an error message? If so, include the message or a screenshot 
of the message. 

o Is it slow or not responding at all? 
o What other Internet sites do you have open? 


■ If you are viewing or editing Responsive Records: 

o How many pages of responsive records are there? 
o Do you have thumbnails on? 

o Were you checking in a document, image file or letter? 


■ If you were doing a search: 

o If you were using a wild card, which field(s) and what criteria? 
o If you were searching on one field or more, which fields (e.g. first and 
last name)? 
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We have re-written Section i decision to process as foia or pa of the 

Processing Guide, as follows (new information in red): 


7.1 Your decision to process as FOIA or PA must be based on the file that is 
scanned in, not based on information in CIS and CLAIMS, unless there are 
exceptional circumstances and you are directed by a supervisor. If you receive 
guidance, please insert a Discussion to explain. 

7.3 Q: There is a Form 1-181, but it is not stamped, nor does it have a signature . . . 
is it invalid? 

A: Not necessarily. A computer-generated 1-181 for a SAW applicant does 
not have a stamp or signature, but is nevertheless proof of LPR and means you 
process the case as PA. The computer-generated I- 1 8 1 ’ s for SAW applicants 
are frequently difficult to read. There are four possible classes of admission for 
SAW applicants who adjusted: S16, S26, W16 and W26. You might see 
computer generated 1-181’s for asylees, but those must be stamped. 

7.4 Q: My subject of record adjusted status from AS1 to AS6. The date on the 
stamp is 2010, but the “As of’ date is 2009 ... is that a counterfeit document? 
A: No. Asylees and refugees may back-date their adjustment of status date to 
the day they were originally granted asylum or status as a refugee. In those 
instances, the “as of’ date on the 1-181 and in CIS can be different than the 
date of the approval stamp. 

7.5 Q: This file has both an Order of Deportation and an approved, stamped 1-485, 
so which one am I supposed to use to determine FOIA or PA? 

A: The most recent action in the file is the one that determines status. If a 
person was granted W16 in 1990, but there is an Order of the Immigration 
Judge in 1995 which orders deportation, the case is a FOIA. Conversely, if 
there is an executed warrant of deportation in 1987, but there is an Order of the 
Immigration Judge in 2008 which grants status under Section 245 of the ENA, 
the case is a PA. 

7.6 Q: The only proof of LPR I can find is a photocopy of the green card. The file 
does not have any 1-485 or 1-181 approved and stamped. Can I use the copy of 
the green card as my proof of LPR? 

A: Not usually. Please look for documentation other than form 1-551, the 
Permanent Resident Alien card, since there is frequently a counterfeit or photo- 
substituted 1-55 1 that CBP has confiscated within a file. If there is no other 
documentation of lawful permanent residence, you may process the case as PA 
if the CARD (9222) information in CIS or PCQS matches the information on 
the 1-551 AND your supervisor has seen the information and agrees with you. 
If you are processing as PA under those circumstances, please add that 
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information to your summary discussion. 


7.10 Q: It is more than two years after my subject of record was granted CR6 

status. There is a Form 1-751 in the fde. It has not been adjudicated, and it was 
accepted after my subject’s status expired. Did you not say a person’s status 
automatically terminates if he or she fails to file Form 1-751 within the 90 days 
preceding the second anniversary of CR status? 

A: Yes, that is true. Their status automatically terminates. 

Q: Why would the service accept the 1-751 after the expiration date? 

A: Money. It is very expensive to issue a Notice to Appear, arrest the alien, 
and bring them before an Immigration Judge. The alien may be forgetful rather 
than criminal or engaging in fraud. USCIS practice is to accept and adjudicate 
Form 1-751 and adjudicate it on its merits even after the second anniversary has 
passed, as long as there is no letter of rescission or termination in the A-file. 

For FOIA purposes, if there is a Form 1-751 in the file and the service accepted 
it for processing, whether it was filed before or after the second anniversary 
does not matter, meaning we would still process the case as PA. 
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USCIS FOIA INFORMATION BULLETIN 

September 27, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have changed Section 6.4, SEARCH FOR DUPLICATE CASES, of the 
FOIA/PA Assistant ’s Guide as follows (new information in red): 

By highlighting the case you wish to review and then clicking the “Edit” icon, FIPS will open 
the case for your review. You then review the request to ensure that: 

A. If there has been a case that was closed G1 or PD within six months from same 
requester - close the case with final action code DP. Modify the final action 
letter as follows: 

Upon review of the FOIA/PA Tracking System, we discovered that your request had 
been duplicated within the system. This request has been closed out. The original 
request NRC201xxxxxxx, was closed on (insert case close date) and a copy of the 
requested records were mailed to you on that date. Please contact us if you have not 
received a copy of the records. 

B. This does not include cases that were closed with any other final action code. 


We have changed Section 7, certification of agreement, 
VERIFICATION OF IDENTITY, AND DESCRIPTION OF RECORDS, of the 
FOIA/PA Assistant’s Guide as follows (new information in red): 

If the petitioner is the requester and if the petition has been consolidated into the 
beneficiary’s A-file, then the beneficiary is the subject of record. We must have VOI of the 
subject of record and th e b e n e ficiary’s certification of agreement if the requester is other than 
the subject of record. If we are staffing the subject of record’s A-file, and if the requester is 
not the same person as the subject of record, then we need certification of agreement from 
the subject of record. If the petition has not been consolidated into the beneficiary’s A-file, 
and the petitioner or the beneficiary is the requester, we may staff for it. Information in 
PCQS or CLAIMS is retrievable by either the petitioner’s or beneficiary’s name. In some 
situations, we are not able to staff for a petition because it is consolidated into the 
beneficiary’s A-file and we do not have certification of agreement or VOI from the 
beneficiary - BUT PCQS or CLAIMS screenprints would provide the requester with the 
information he or she is requesting. If that is the situation, and we have the petitioner’s VOI 
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(and certification of agreement, if necessary) then you should provide those screenprints with 
a RAFACS staffing. 


We have added a sentence to Section 27.19, National Automated Immigration 
Lookout System(NABLS), of the Processing Guide as follows (new information in red): 

Although CBP owns the system, individual records may contain information that belongs to 
ICE, and if so, we refer those pages to ICE (see Section 27.45). 


We have added new information to Section 27.3 1 .h and to Appendix H, 
FORMS WITH EXPLANATION OF REDACTIONS, the section on G-325, Biographic 
Information, of the Processing Guide as follows (new information in red): 

Page 3(c) of the G-325 is designated for CIA. If INS/USCIS sent the form to CIA to 
conduct a name check and we have received a response, the page should be referred to 
CIA for release determination. Please hide the name of the agency. If there is no stamp 
or response in the bottom section, please process the page normal. The markings are 
similar to the ones shown below: 
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We have added a new Section, 28. 14. h, to the Processing Guide as follows 
(new information in red): 

Please refer to ICE screenprints with outstanding warrants of deportation or removal or a 
notice to contact LESC. Example below: 



&0$IVt.€TO<# tmO&OS 13^:12 




I ffi ® t : JM&X®TI#8 ; FOSSIStt ; MM :W: 

imsxsim mm®’* tcaim Hi sm*Eft were mmm are semmis 
mwm mmm f«w mxm - swjeot Of «®0;» ilftlll «$s m i 

CtJTfiTAKCiNC AS*lll«ST«AnV£, wRRWBt 0? kCHOvai. 's*fc uaiifei; VfftnS- !.! ::!. 
rrxfsrT : at { 87?) for im&KATs; hit cc«?IR!»ATW ms 

MMMI mm op: : iw^smaiirsos ^ 

m/wmiv&a phi wmsmmmmmmmmmmammsm ■ iiiii hpp 

*lfr/$0$ *?t/i3S emfma mx/mx 

mm- - wmmmmmmm I liiiiiii 

MMK «&A#F«a? PRIS6NT w€ to osje* of £$$$$ oft fx.cu&xoH mm m USA 

m/M IF: 4 , 

i g£ :*ii eSiREAU OF jm CUSTOMS E»Fi3ftC:EMg(«fv iM E«F»RC£«l«r »W CENTER 

iilliiiifii 

wap^lfll I11IH1IIIIIIIIIIIII1I ■ . •' 

vmttr iiii m*m 

ers/joosm? uo» wir v - HMHMB 

= ***** : : ; s«iih i I 

mmm mmm eposes, : . , . . 

i wm ; \m&. wmmmm mmmmmmrns 


4167 


USCIS FOIA INFORMATION BULLETIN 

September 21, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have amended Section 27.35 of th t Processing Guide as follows, new 
information in red, d e l e t e d information in strik e through : 


27.35 Asvlum/Refugee Interview Notes 

Please fully withhold asylum/Refugee interview notes and question/answer worksheets, 
citing Exemption (b)(5), because they demonstrate deliberative privilege. In addition, if 
you are processing the case as FOIA, you should withhold anything that would identify 
family members or other third parties, citing Exemption (b)(6). This also includes all 
factual question/answer notes and worksheets. 

Fully withhold asylum/refugee interview notes and question/answer worksheets, citing 
Exemptions (d)(5) and (b)(5) if processing under the PA. 

NOTE: It doesn’t matter whether the subject signed the form or not, please withhold 
asylum/refugee interview notes and question/answer worksheets as stated above. 


We have amended Appendix C: Processing Tables (uscis 

Miscellaneous Documents) as follows, new information in red, d e l e t e d information in 
strik e through : 


Asylum/Refugee flowcharts 
and worksheets 

Partially Withhold in full 
(b)(5), if applicable 
(deliberative process) 

Withhold in full (d)(5) and 
(b)(5), if applicable 

Blank asylum/refugee 
flowcharts 

Release 

Release 
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We have amended Section 12 of the FOIA/PA Assistants Guide as follows, 

new information in red, d e l e t e d information in strik e through : 


12. REQUESTING THE RESPONSIVE RECORDS 


If the fde is located at COW with the Responsible Party Code (RPC) of RK, create the 
case and refer to ICE. RK cases belong to the Witness Protection Program. Please insert a 
Discussion after you have created the case. The title of the Discussion should read “File 
is at RK.” Se n d- th e- eas e to Unit Chi e f. S e nd your sup e rvisor an e mail with th e control 
numb e r of th e cas e and that th e fil e is locat e d at COW with an RPC of RK. 




EU 

000 


[ Status/Last Action 1 

[ Location I 

A30000001 

COW 

Status: In Use 

Audit Date: 05/09/201 1 01 :55:40 PM 

Last Action: 05/09/201 1 01 :55:40 PM Batch Audit 

Sect ! RK - Adjudications 
Resp: 0117- Adjudication II - - 01 1 7 


We have added Section 12.1.4 of the FOIA/PA Assistants Guide which 
reads as follows: 


12. i .4 Empty Jackets 

If NFTS indicates the file as an “Empty Jacket,” you will normally not create a file 
request. The only time you ever staff for an empty jacket is if the FCO is HAV. If you 
are unsure, please contact MSB. If the FCO is not Havana, and the only A-number you 
found is an empty jacket, your next step is probably to conduct a no records search, 
depending on the situation (No Record instruction is at Section 12.7.6). If you found a 
receipt file, please refer to Section 12.7.12. 


IS 

A30000000 000 


General I nquiry For A3dpd00000 



j Status/Last Action I 

1 Location | 

| HAV 

Status: EMPTY JACKET 

Audit Date: 05/09/2010 01 :55:40 PM 

Last Action: 05/09/2010 01 :55:40 PM Batch Audit 

: Sect: ADJ - Adjudications 

Resp: 0000 - Adjudication II - - 0000 ; 
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USCIS FOIA INFORMATION BULLETIN 

September 16, 2011 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


NAMES OF REFUGEE OFFICERS 

For the time being, please redact names of refugee officers, citing Exemption (b)(6). We 
will address this issue in greater detail later. 


NFTS: LOST FILE NOTED IN “COMMENTS” 

The following new bullet has been added to sub-paragraph 12. 1 . 1 .6, “Blued-in 
information” of the FOIA/PA Assistant’s Guide: 

* Comments may be important because a File Control Office may not be able to 
change a file location to “LOST” in NFTS. When that happens, the records 
person at the FCO will notate in Comments that the file is lost. If that is the 
situation, please refer to the Lost File Flowchart in Appendix H of this guide. 


NATIONAL VISA CENTER ADDRESS CHANGE 

You may have noticed that if you refer something to NVC, the address is Washington 
D.C. instead of Vermont. That is based on guidance from U.S. Department of State, and 
we did it on purpose. Please do not change the NVC referral address back to the NVC 
Congressional Unit in Vermont. 


Paragraph 28.17, Referring or Processing documents originating from NVC of the 

Processing Guide has been changed as follows: (new portion in red) 

Although the letterhead on the document below reads United States Department of State, 
this document was issued by the National Visa Center. We should refer the document to 
them for processing. Refer any documents in the file originating with NVC if the subject 
matter is related to fraud, investigation or opinion. Please change the term “another 
government agency” to the National Visa Center in the Final Action letter. A sample of a 
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referral letter, the referral list dropdown box, and a paragraph from the Final Action 
Letter are below. 

Process the document if it is addressed to the subject or the subject’s attorney or 
representative, or if the subject has received or has signed it. Use the same guidelines for 
processing or referring documents to NVC that we use for processing or referring 
documents to the U.S. Department of State. 
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FOIA INFORMATION BULLETIN 

September 14, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have amended Section 42 of the Processing Guide as follows, new 
information in red, d e l e t e d information in strik e through : 


42. FAILURE TO COMPLY IFO CASE CLOSINGS 

If you ar e closing a cas e FC b e caus e of cons e nt, v e rification of id e ntity or r e asonabl e 
d e scription of r e cords sought, pl e as e th e wording of th e “Unp e rf e ct e d L e tt e r” which you 
may find at: 

In the past, we assumed consent could be implied from the subject providing proper VOI, 
(including a signature under penalty of perjury or a notarized signature) alone. If our 
assumptions were valid, the consent paragraph above would be correct. We would be 
able to use the FC letter with the consent paragraph shown below. 

(Consent) “Because the records you seek are those of a personal nature, DHS' 
regulations require you to provide consent from the records subject before a disclosure of 
records can be made. On [Date] we sent correspondence requesting you provide us with 
proper consent. Proper consent is defined under 6 CFR § 5.21 as either a notarized 
signature, a signature signed under penalty of perjury, or proof of death. Although you 
are not required to use form G-639 to provide consent, a notarized signature in section 7, 
or a signature at the bottom of section 8 would fulfill this requirement.” 

Flowever, it has been decided that we not only need proper VOI (Block 4 with signature) 
from the subject of record, we also need a signature in the consent block (Block 3 of the 
Form G-639 dated 01/29/2012) in order to release the documents to a third party 
(attorney, family member, etc. . .). Since the consent portion of current FC letter is no 
longer valid, we needed a replacement. 

In addition, since the Form G-639 changed on 01/29/2012, the blocks for consent and 
VOI are now 3 and 4 instead of 7 and 8, respectively. 

To solve both these issues, we have two letters that we copy and paste in place of the FC 
letter, called Unperfected Request letters. 
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One letter, simply called “Unperfected Letter,” is for unperfected requests on the 
01/29/2012 version of the Form G-639. You can find this letter at 
http://ecn.uscis.dhs.gov/team/esd/Division/NRC/Branches/FOIA QPS/Case%20Create% 
20Libra ry/For ms/ A l lI te m s.aspx 

The other letter, called “Unperfected Letter for Older G-639 version” is for any other 
version of the Form G-639. You can also find this letter at the link shown above. 

Alternatively, you may go to O:\Foia\FOIA LIBRARY\Case Create References\Case 
Create References and find both Unperfected Letters. 

Notes: 

1 . These letters are also used when you do not have a reasonable description of 
records sought. 

2. A self-requester only needs to provide VOI (with signature). No consent is 
needed to request your own record. 


We have amended Section 27.45 of th z Processing Guide as follows, new 
information in red, d e l e t e d information in strik e through : 


27.45 Processing TECS, DACS, and NCIC/NLETS Screen Prints with Search 
Results 

Most cases contain one or more screen prints from TECS, DACS , EARM and/or 
NCIC/NLETS. 


(b)(7)(e) 

Types of information to be redacted on these sc reen prints could be comments 
information regarding information relating to a 

information is normally seen on NAILS screen lion is 

exempt from release citing Exemption (b)(7)(E) of the FOIA and (k)(2) and (b)(7)(E) of 
the PA. 


Note: DACS screen prints are referred to ICE. 
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USCIS FOIA INFORMATION BULLETIN 

September 7, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have added a box to and amended the 1-589 paragraph in 

Appendix H of the Processing Guide as follows, new sentence in red, d e l e t e d information 
in strik e through : 


1-589, Application for Asylum and for Withholding of Removal 

The Form 1-589 is used to apply for asylum in the United States and for withholding of 
removal. If the subject of record is the primary asylee, please fully release the 1-589, unless 
there are protected systems check results on the first page. Thi s - appl - i cation-m - ay - i nel - ud e 
spous e s and unmarri e d childr e n und e r 21 who ar e physically pr e s e nt. If a copy of th e 
Form I 589 is in a rid e r’s fil e , pl e as e withhold third party information on r e qu e sts mad e 
by th e p e tition e r or by an attorn e y/r e pr e s e ntativ e of th e p e tition e r wh e r e cons e nt is 
pr e s e nt. If th e r e qu e st e r is a party to or rid e r on th e application, r e l e as e th e form in part 
to that individual. R e l e as e only th e top of e ach docum e nt and th e rid e r’s information. 


R e dact all oth e r third party information from th e I 589. 


Asylum Applicant's File 

Asylum applicant 

Everything except 
protected systems check 
results 

Rider's File 

Rider 

Only their own information j 
and the signatures 

j Asylum Applicant's File 

Rider 

Either consent from the 
asylum applicant or nothing l 

| Rider's File 

Asylum applicant 

Either consent (or proof of j 
parentage, usually) from 
the rider or nothing 


For more processing instructions, please see section 27. 16 of this guide. The block titled 
“FOR USCIS USE” may contain exempt information, such as IBIS results, law 
enforcement initials and/or identifying numbers, and possibly deliberative commentary. 
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We have added boxes to the I-129f and 1-130 paragraphs in 

Appendix H of the Processing Guide as follows: 



Unconsolidated 

Petitioner 

Everything except 
protected systems check 
results 

Unconsolidated 

Beneficiary 

Only their own information j 
and the signatures, unless 
they have consent from the j 
Petitioner 

Beneficiary's File 

Petitioner 

Either consent from the 
Beneficiary or nothing 

Petitioner's File 

Beneficiary 

Either consent from the 
Petitioner or nothing 




! Unconsolidated 

Petitioner 

Everything except 
protected systems check 
results 

\ Unconsolidated 

Beneficiary 

Only their own information j 
and the signatures, unless 
they have consent from the j 
Petitioner 

j Beneficiary's File 

Petitioner 

Either consent from the 
Beneficiary or nothing 

j Petitioner's File 

Beneficiary 

Either consent from the 
Petitioner or nothing 


We have again re-written the 1-140 paragraph in Appendix H of the 

Processing Guide as follows, new paragraph in red, d e l e t e d paragraph in strik e through : 

Fe r ^f -l-4Q- 4 »-ns e4 - t - e -- pet rt r e n -fe r -- a R-- ifflffl - i gfa n t- ¥ r sa -- ha s ed - on - efflp ^ e - yfflen t- : Fh i s - for - ffl -- e - a n- he 
e ^ mp le t e d - hy --a- p e Bon - of -- e^mpany/organ i za t i^R - . -- I - f - th e-- p eti t i oR e r4s - an --i n 4 i : v4dnal t y - own e d - er - 
clos e ly - h e ld busin e ss, you n ee d cons e nt from th e p e tition e r to r e l e as e th e p e tition e r’s 
information. Compani e s in g e n e ral do not hav e p e rsonal privacy prot e ction, so if th e 
p et it t on e- r -- i a-- a"eompany - , -- yo - n"do - no - t -- n ee d-th e- eoHq>any - ’ - s -- eon se n - t -- m4 - yon - may -- f e l - eas e- mos t 
i nformat i on - aboat - 4he -- e^mpany -:-- ¥on -- shonl4 -sti l 4-- preteet -- any -- m - fermat i on -- that -- won i d -- r -e v e al 
information about th e own e rs’ p e rsonal financ e s, citing Ex e mption (b)(6). If the subj e ct who 
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r e qu e sts th e fil e work e d for th e company, r e l e as e th e TIN to th e subj e ct. Oth e rwis e , if you 
are^ree - essi^ - ^ft ( ^r - ^IA r yeu - wi 4]-- ¥ t 4 t bbel4 4 be -- efflp t eyer - : e - T j N -- e it i«g - fe - e r Hptie f > - ( - ^ )( 3 ) 
and § 6103 of 26 USC, but release the remaining information on this form to the requester. If 
t4 e ^ e trt i en e r4s -- and^¥ r du all y - e ¥me d --& r - e 4 es el y-h e ld - bus r n e ss - , - aRd4f -- #t e-e a seHj- s -- a r- FQI - A - , - 
and if you do not hav e cons e nt from th e p e tition e r, you would r e l e as e only information 
r e lating to th e b e n e ficiary. Pl e as e prot e ct any highly p e rsonal information. If th e p e tition has 
b ee n - eense l i4a te 4 - mte-th e "ben e fi€ r ary - 4 - A-fi te ; -- th e-- p et i - ta>n e r -- ffl - ust - ha¥ e "een -se n - t -- fi : em -- t - b e 
b e neficiary to obtain a copy of it. If the petition has not been consolidated, the petitioner or 
b e neficiary may obtain a copy of it. For an unconsolidated petition, you should fully releas e 
to th e p e tition e r, oth e r than prot e ct e d syst e m ch e ck r e sults or possibly d e lib e rativ e proc e ss. 
T4 e- 41oek - 4t - l e 4 - ‘ -- Fof -- ¥SC - K - ¥ - s e- Qn - ly -- ’ -- € - oul4 - eontam -e K -e mp t 4nfoi : mati - on - . - 

Form 1-140 is used to petition for an immigrant visa based on employment. This form 
can be completed by a person or company/organization. 

* If the petitioner is an individually owned or closely-held business, you need 
consent from the petitioner to release the petitioner’s information. 

* If the petitioner is an individually owned or closely-held business: 

o and if the case is a FOIA, 

o and if you do not have consent from the petitioner, 

o then you would release only information relating to the beneficiary. 

Please protect any highly personal information. 

* Companies in general do not have personal privacy protection, so if the petitioner 
is a company, you do not need the company’s consent and you may release most 
information about the company. You should still protect any information that 
would reveal information about the owners’ personal finances, citing Exemption 

(b)(6). 

* If the subject who requests the file worked for the company, release the TIN to the 
subject. Otherwise, if you are processing under FOIA, you should withhold the 
employer’s TIN citing Exemption (b)(3) and § 6103 of 26 USC, but release the 
remaining information on this form to the requester. 

* Even if the subject worked for the company, the company’s tax return may have 
been prepared by an accounting firm that lists their TIN. If you are processing 
under FOIA, you should withhold the accounting firm’s TIN citing Exemption 
(b)(3) and § 6103 of 26 USC. If you are processing under FOIA, and if the 
accountant is an individual who lists his or her social security number, you should 
protect that number, citing Exemption (b)(6). 

* If the petition has been consolidated into the beneficiary’s A-file, the petitioner 
must have consent from the beneficiary to obtain a copy of it. If the petition has 
not been consolidated, the petitioner or beneficiary may obtain a copy of it. For 
an unconsolidated petition, you should fully release to the petitioner, other than 
protected system check results or possibly deliberative process. The block titled 
“For USCIS Use Only” could contain exempt information. 
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We have modified the instructions for Form 1-205 in Appendix c of 

the Processing Guide as follows, new instruction in red: 


Warrant of 

Removal/Deportation, 1-205 
(2 pages) 

NOTE: If the Fonn 1-205 is 
accompanied by a Customs 
Fugitive Report, please refer to 
section 27.41 of this guide. 


Refer to ICE if there 
is any ICE or Legacy 
INS ICE function 
signature. 


Otherwise, withhold 
in full if it has not 
been served. 


(b)(5) and 
(b)(7)(C) 


Release in full if it 
has been served and 
there is no ICE or 
Legacy INS ICE 
function signature. 


(d)(5), (b)(5), 
(k)(2) and 
(b)(7)(C) 
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USCIS FOIA INFORMATION BULLETIN 

October 25, 2013 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

We have added anew Section 12.7.16, Staffing ELIS, to the FOIA/PA Assistant’s 
Guide as follows (new information in red): 

Whenever you create a case, please check PCQS for ELIS information. If you get a 

response of '"Person Found In: ELIS.;' please create an ESC staffing. In the ELIS record, 
there will be an IOE number. Please copy that number. On both pages of the ESC 


We have added new information to Section 27.45.b, TECS II Person Subject 
Display of the Processing Guide as follows (new information in red): 


We do not refer anything to FAA. If there is a hit in the FAA Pilot Directory, please 
process as follows (see the example provided): 

Withhold everything from CONTACT down to NO SUB-RECORDS, citing (b)(7)(C) & 
(b)(7)(E), or a(k)(2), (b)(7)(C) & (b)(7)(E) if PA. 

The TECS RECORD ID, which has been removed from the example, ends in T02.' We 
should take that out with (b)(7)(E), or a(k)(2) & (b)(7)(E) if PA. 

Finally, if we think the screen was possibly printed by CBP, we should take out the TID 
with (b)(7)(C), or a(k)(2) & (b)(7)(C) if PA. 


(b)(7)(e) 
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USCIS FOIA INFORMATION BULLETIN 

October 23, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance and 
Customer Service Group as a communication tool regarding current information of use and 
interest to USCIS FOIA personnel. The intent of the bulletin is to improve consistency and 
timeliness of information See your supervisor if you have any questions about bulletin 
topics. 


We have updated section 40. Final Action, paragraph 40.01. g of the Processing Guide as 
follows (new information in red, deleted information in strikethrough) : 

Section 40 Final Action, paragraph 40.01.g 

If you do not refer any pages, please delete the following sentence from your final action letter: 

“Additionally, we have referred [# of pages] in [its/their] entirety to [government agencies name] 
for their direct response to you.” 

If you do refer pages, you will have to modify the sentence to reflect the agency and number of 
pages, for example: 

“Additionally, we have referred 3 pag e s in th e ir e ntir e ty to US Visit and 1 page in its entirety to 
the Department of State for their direct response to you.” 

In that paragraph, please do not mention Immigration and Customs Enforcement, or how many 
pages you are referring to them. If you are referring pages to ICE, you will mention them in the 
following paragraph: 

“During our review, USCIS located # of pages of potentially responsive documents that may 
have originated from U.S. Immigration and Customs Enforcement (ICE). USCIS has sent the 
document(s) and a copy of your FOIA request to the ICE FOIA Office for consideration and 
direct response to you. Should you wish to contact ICE concerning the status of the processing of 
the document(s), please contact the ICE FOIA Office via phone at (866) 633-1182 or via e-mail 
at ICE-FOIA@dhs.gov. The ICE FOIA Office mailing address is 500 12th Street, S.W., MS 
5009, Washington, D.C. 20536-5009.” 

If you are not referring any pages to ICE, please delete that paragraph. If you referred any pages, 
please leave the paragraph exactly the way it is. 


We have updated section 8. 13 REQUESTS: Inmate in Federal Custody of the FOIA/PA 
Assistants Guide as follows (new information in red): 
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8.13 REQUESTS: Inmate in Federal Custody 

The Bureau of Prisons (BOP), an agency of the U.S. Department of Justice, will not deliver 
incoming mail to a person housed in their custody unless it contains the subject’s Register 
Number. Upon entry into BOP custody, each inmate is assigned an eight digit Register Number 
(i.e. xxxxx-xxx) by which he/she is identified throughout his/her commitment. The first five 
digits are unique identifiers for that specific inmate, the last three digits, separated from the first 
five by a dash, indicate the jurisdiction from which the inmate originally entered the corrections 
system. It is imperative that the correspondence contain the Register Number in the proper 
format. BOP Register numbers are created for the subjects in the name in which they received a 
conviction sentence from a federal court or a legal document charging them of an immigration 
violation and/or removal. This name could be their birth name or an alias name. 

ICE will not deliver mail to an ICE detainee unless we include the alien number in the address. 
Please include the alien number in the address of an ICE detainee, if you are addressing 
correspondence to the alien in the ICE detention facility. In order to avoid PII spills, OA will 
prepare an outer envelope without the alien number and mail it in that. 

If the inmate is not in federal custody (i.e., Bureau of Prisons location or ICE detention facility) 
but held at a non-federal correction facility (such as a state prison or county jail), DO NOT put 
the alien number in the address. 

We have updated section 12. 16 Receipt Numbers of the FOIA/PA Assistants Guide as 
follows (new information in red, deleted information in strikethrough) : 

Section 12.16 Receipt Numbers 

If th e p e tition e r is th e R e qu e stor, and if th e p e tition has b ee n consolidat e d into th e b e n e ficiary’s 
A fil e , th e n th e b e n e ficiary is always th e subj e ct of r e cord. W e must addr e s s any corr e spond e nc e 
about that p e tition citing th e b e n e ficiary as th e “subj e ct of r e cord” or th e “r e cords’ subj e ct.” For 
that r e ason, e v e n though th e R e qu e stor may hav e list e d th e p e tition e r as th e subj e ct of r e cord, if 
you discov e r that th e p e tition is consolidat e d into th e b e n e ficiary’s fil e , you must chang e th e 
nam e of th e subj e ct i n - HP - S - t -e- t - h e- b e n e tki ary . Th e b e n e ficiary’s A numb e r goes in th e A 
numb e r fi e ld, e v e n if th e R e qu e stor e nt e r e d th e p e tition e r’s A - numb e r on th e G-639. 

If you discover that the petition is consolidated into the beneficiary’s file, and you do have 
consent from the beneficiary, you must change the name of the subject in FIPS to the 
beneficiary. The beneficiary’s A-number goes in the A-number field, even if the Requestor 
entered the petitioner’s A-number on the G-639. We must address any correspondence about 
that petition citing the beneficiary as the “subject of record” or the “records’ subject.” This is 
legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record in order to staff for 
the record. 
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If the petition is consolidated into the beneficiary’s file, and you do not have consent from the 
beneficiary, you will close the case as Total Denial and include the following blurb as the second 
sentence in the first paragraph of the TD letter: 

“It is the policy of USCIS to file any adjudicated petitions, such as 
the Form I-129F or Form 1-130 in the beneficiary’s record after 
issuance of a visa. Beneficiary consent is required to obtain any 
petitions from their record.” 

This is legally important because we must have VOI of the subject of record and we must have 
certification of agreement if the Requestor is other than the subject of record. If we are staffing 
the subject of record’s A-flle, and if the Requestor is not the same person as the subject of 
record, then we need certification of agreement from the subject of record. 

If the petition has not been consolidated into the beneficiary’s A-file, whether the petitioner or 
the beneficiary is the Requestor, we may staff for it. In this situation, we list the subject of record 
the way it is listed in the request letter, whether the petitioner or the beneficiary. 

PCQS or CLAIMS screen-prints usually would not provide the Requestor with the information 
he or she is requesting, because the Requestor is asking for a copy of the file. Rarely, a petitioner 
may only need a particular piece of information, such as proof of filing to prove Section 245i 
eligibility. If that is the situation, and we have the petitioner’s VOI (and certification of 
agreement, if necessary) then you should provide those screen-prints with a RAF ACS staffing. 
This is not usually what happens, so providing screen prints is an exception, not the rule. 
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USCIS FOIA INFORMATION BULLETIN 

October 21, 201 1 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


Example 3 of Paragraph 41 WHEN DO YOU CLOSE A CASE WITH NO 
REDACTIONS AS A PD? of the Processing Guide has been rewritten as follows (e!4 
v e rsion in strik e through ) (new version in red): 

Example 3 - The requester specifically asked for an 1-130 she/he filed showing the 
receipt number and/or the approval date. (1 - 130 could not b e locat e d.) W e provid e th e 
r e qu e st e r scr ee n prints from CLAIMS containing this information. This cas e would b e 
clos e d as a PD. Th e final action l e tt e r should sp e cifically addr e ss th e I 130 and what is 
b e ing provid e d. Closing this cas e as PD allows th e r e qu e st e r to app e al our r e spons e sinc e 
a sp e cific docum e nt was r e qu e st e d. 


Example 3 - The requester specifically asked for an 1-130 she/he filed showing the 
receipt number and/or the approval date. The 1-130 was never consolidated into an A-file, 
NVC does not have the petition, and the only record remaining is screen prints from 
PCQS and/or CLAIMS, and possibly an NFTS screen print verifying that the 1-130 has 
been destroyed. We provide the requester screen prints containing this information. 
Please close the case as a Gl, unless you have made redactions on the screen prints. 

There is nothing else we can provide them, therefore nothing to appeal. On the other 
hand, if the file is scanned in and we have provided them something other than what they 
wanted, we still close that PD as described in Example 1, above. 

Part 1-08: Retention and Disposition of Records of the Records Operations 
Handbook provides that if a petition (1-130 or 1-140) is denied, and an A-File is created, 
the petition becomes a permanent part of the A-File and has a life cycle equaling that of 
the A-File. If a petition is approved but not used, and never becomes part of an A-File, it 
is to be disposed of three years after a visa number becomes available (the visa number 
may not become available for twenty years or longer). In such a case, your final action 
letter should state that the original petition has been destroyed in accordance with federal 
disposition instructions, and because of that, we are able to provide only the remaining 
electronic record from our database. 



Paragraph 27.48.i , 1-213, Report of Deportable/Inadmissible Alien of the 

Processing Guide has been rewritten for clarification ( old v e rsion in strik e through ) (new 
version in red): 


(b)(7)(e) 


(b)(7)(e) 


(b)(7)(e) 


27.481 1 Release boxes titled “INS Systems Checks” "Immigration 
Record" or "Criminal Record." unless they specificall y state “IBIS 

“DACS | | “NAIL ! 1 1 1 1~“EARmP 

Normally the boxes will say, “See narrative.’’ ^^ M ^~^~ M 
this instanc e In those instances, release the boxes but withhold the results 
of DACS, EARM, IBIS and/or NAILS in the “Narrative” under “INS 
Systems Checks.” Withhold results from those systems listed citing 
Exemption (b)(7)(E) (or (k)(2) and (b)(7)(E), if PA). 

27.4812 If the information in the INS System Checks, Immigration 
Record or Criminal Record blocks on the 1-213 contains a class of 
admission (COA) such as “EWI” (entered without inspection) or a remark 
such as “see narrative” th e information can b e r e l e as e d please release the 
information. 

27.4813 If the INS System Checks, Immigration Record or Criminal 

Record block contains a remark 11 1 " 

specifically indicating in that block that a law e nforc e m e nt ( a result for 
EARM, IBIS, DACS, or | S yst e ms s e arch was 

conduct e d , withhold the block, citing Exemption (b)(7)(E) (or (k)(2) and 
(b)(7)(E), if PA). 

27.4814 Review the narrative for information that relates to these 
blocks and any other comments. If the systems checked are listed in the 
narrative but there is not an annotation showing the hit was positive or 
negative, release the systems listed. Where there is an annotation of 
positive or negative relating to a law enforcement systems check, redact 

the words] “| citing Exemption (b)(7)(E) (or (k)(2) 

and (b)(7)] tj, n uaj. do not redact results of non-law enforcement 
systems, such as CIS and CLAIMS. 



A clarification paragraph has been added to 27.46 Screen Prints of the Processing 
Guide , as follows: 

Occasionally, the requester has asked for receipt file which has been destroyed and we 
are able to provide screen prints only. Close those cases as Gl, unless you have made 
redactions on the screen prints. For more information, please refer to Paragraph 41, 
When do yo u close a c as e w ith n o redactions as a PD? 
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A new paragraph 27.46.f, Marriage Fraud Mainframe System screen prints has been 
added to the Processing Guide , as follows: 


Unless there is an active investigation, fully release Marriage Fraud Mainframe System 
screen prints to first party requesters. The Marriage Fraud Amendment System is not a 
secret system. If there is evidence in the file that there is an active marriage fraud 
investigation, fully withhold the screen print, citing Exemption (b)(7)(E). 


Paragraph 36. REQUESTS FOR ENTRY AND EXIT INFORMATION of the 

Processing Guide has been rewritten for clarification (new information in red): 

You may not locate the specific entry/exit information requested, or you may locate no 
entry/exit information at all. If you are able to send other entry/exit information that may 
provide the requester with needed information, please do so. If you do not locate the 
entry/exit information within the file, please close the case as “No Record.” Either way, 
you must address the issue specifically in the final action letter, stating that the document 
requested was not located in the file and suggesting that the requester/subject contact 
CBP for the information. 


We have added a sentence to Paragraph 8.21 of the FOIA/PA Assistant’s Guide, as 
follows, (added material in red): 

NFTS may show that the file has been retired and is at a Federal Records Center. If that 
is the case, request the file. 


Paragraph 32.12 of the FOIA/PA Assistant ’s Guide is no longer valid because creators 
now Up-Front close requests without good VOI. The following has been deleted: 

32.12 If the requester/subject does not return proper verification of identity, 

generate a FC letter and replace the contents of the letter with the template letter 
Failure to comply letter-Consent. The template is located at: O:\FOIA\FOIA 
Library\Case Create References\Case Create Template Letters\Failure to Comply 
Letter. Send the case to approver when you are finished. 


We have added a sentence to Paragraph 34 of the FOIA/PA Assistant ’s Guide, as 
follows, (added material in red): 
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After you have changed the track, send an e-mail to NRC, FIPSPROBLEM and copy 
NRC, FOIA PROGRAM and your supervisor. The e-mail should include the case 
number and the action you took. 


Paragraph 36 of the FOIA/PA Assistant’s Guide is no longer valid because a person 
working Records Locator role may now create an acknowledgment letter. The following 
has been deleted: 

36. CASES NEEDING ACKNOWLEDGEMENT LETTERS 

Cases received in Records Locator queue that need acknowledgement letters must be re- 
assigned to a Troubleshooter in the Case Create role. Please contact a supervisor with the 
NRC Control Number and ask that the case be re-assigned to you in the Case Create role. 


Paragraph 6.4, SEARCH FOR DUPLICATE CASES of the FOIA/PA Assistant ’s 
Guide has been changed as follows ( old v e rsion in strik e through ) (new version in red): 

Just b e for e you cr e at e th e cas e , Before you begin filling in the worksheet, you should 
look for duplicates. 


a new Appendix J: 16 RULES OF CASE CREATE has been added 

to the FOIA/PA Assistant ’s Guide 
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USCIS FOIA INFORMATION BULLETIN 

October 10, 2014 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have changed the title and updated Section 9.3 oftheFOiA/PA 
Assistant’s Guide, Entry/Exit Information and Border Apprehension Referral to 

CBP as follows (new information in red, ( d e l e t e d information in strik e through) : 

9.3 Entry/Exit Information and Border Apprehension Referral to 
CBP 

CBP handles FOIA requests for entry and exit information dating back to 1982, but no 
earlier, inspection, Port of Entry (POE), requests for information relating to air and/or 
marine incidents, or the U.S. Border Patrol Academy, legacy Customs or legacy 
Inspections. Key words that you could see on a request relating to CBP are inspection, 
Port of Entry, Bridge of the Americas, Friendship Bridge, and smuggled goods. A FOIA 
request for this type-ef information should be referred to CBP at the address shown 
below. 

U.S. Customs and Border Protection 
FOIA Division 
90 K Street, NE, 9th Floor 
Washington, DC 20229-1181 

You will need to modify the referral letter; any information you can provide as to what 
the requester is asking for will be helpful to CBP. For instructions on Referrals (RF) see 
Section 9.1. 

Border apprehension referrals are treated differently. If the Border apprehension date is 
1998 or earlier, do a thorough search. If you cannot find a record, please close the case 
NR and add the following paragraph to your NR letter: 
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“You may wish to contact Customs and Border Protection, WWW.CBP.GQV . Their 
website offers information on filing your FOIA request electronically. Please be sure to 
include dates and locations of any encounters. Please note they do not have complete 
records for incidents prior to 2000.” 

Note 1: If the request is for entry /exit, the date was prior to 1982 and you cannot locate a 
record, do not refer the case to CBP. Do a thorough search and then close NR. 

Note 2: If the request is for entry/exit information and the requester/subject provided an 
alien number, request the file. 

Entry exit / Departure information 
Copy of an 1-877 

Any reports or incidents at the airport. 

Copy of 1-94 card 
Arrests at the border 
Voluntary departures 
Border stops 

Note 3: If the request is for all records as well as a specific incident or entry, the request 
must state a specific incident, such as a time or place. If you do not find any record, you 
will then refer to ICE or CBP as needed. 


We have added a new section, 27.54, Off-line Exemption Spreadsheet 
Procedures, to the FOIA/PA Processing Guide, (new information in red): 

27,54 Off-line Exe^ 

Use this spreadsheet when you have to process an off-line, supplemental release. You 
will be tracking the pertinent data for inclusion in DHS’ annual report. 

Supervisors will: 

1 . Provide the processor tracking the information with a blank copy of the off-line 
exemption tracker. 

2. Have the processor return it to you when completed. 

3. Enter the information into the spreadsheet located in the Ops Supervisors folder 
on the S: drive. 
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Processors need to document: 


1 . Date supplemental release was processed offline. 

2. NRC Control number 

3. Agency Cited for 

4. Number of times each exemption was used 

5. Number of pages redacted, broken down by PD and WIF 

NOTE 1: Anything that needs more explanation (ex. B3 citation with the statute) can be 
recorded in the notes column. 

NOTE 2: Please don’t confuse the off-line exemption spreadsheet with the New 
Exemption Tracker, which is only used for classified records. 


We have updated Section 7, CERTIFICATION of agreement, 
VERIFICATION OF IDENTITY, AND DESCRIPTION OF RECORDS of the 

FOIA/PA Assistant’s Guide as follows (new information in red, d e l e t e d information in 
strik e through ): 

Form G-28, Notice of Entry of Appearance as Attorney or Accredited Representative, was 
revised on 02/28/20i3. B e ginning As of May 26, 2013, USCIS wiH- no longer accepted 
prior versions of the G-28. 

As a FOIA/PA Assistant, this may affect your decision on certification of agreement in 
the following instances: 

• If certification of agreement is provided on no other place except Form G-28, 

• Then the attorney must use a properly executed new Form G-28 (revision of 02/28/13). 

• If the Form G-28 is an older version than the revision of 02/28/13, then you will close 
the case FC, not TD. Please refer to section 16b of this guide. 

• If the new Form G-28 (revision of 02/28/13) is not properly executed, then you will 
close the case TD (inadequate Certification of Agreement). Please refer to section 16a of 
this guide. 


4188 



USCIS FOIA INFORMATION BULLETIN 

October 5, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have amended Section 27 .31. a of the Processing Guide as follows, 
d e l e t e d information in strik e through, new information in red: 

27.3 1 .a Most files contain third party documents and PII. We should fully 
withhold this information unless we can tell it was provided to us by the subject 
of the file or r e qu e st e r if it is a first party FOIA request. Whether to disclose or 
release third party documents in a FOIA case hinges on consent. 


We have amended Section 27.31.0 of the Processing Guide as follows, 

d e l e t e d information in strik e through, new information in red: 

27.3 1 .o Fully release documents completed by the subject of record 
r e qu e st e r or his or h e r r e pr e s e ntativ e if it is a first party FOIA request. For 
example, an 1-485 completed by the alien to adjust status might include family 
members’ PII. This rule does not apply to documents we refer. For example, the 
requester may have completed an application for non-immigrant visa. Since the 
U.S. Department of State has specified a non-immigrant visa application as a 
document they need to review, we are not deciding whether to release or withhold 
it. 

We have amended Section 27.45.g.7 of the Processing Guide as follows, 

d e l e t e d information in strik e through 

27.45.g.7 Withhold all names of any person acting in a law enforcement 
capacity on these documents with exemption (b)(7)(C) [or (k)(2) and (b)(7)(C), if 
PA], Note that you may also see names and alien numbers of other individuals 
that are exempt from release. Withhold these also, citing exemption (b)(7)(C) [or 
(k)(2) and (b)(7)(C), if PA], Withhold th e subj e ct’s par e nts nam e s, citing 
Ex e mption (b)(6), if th e cas e is a FOIA. Sometimes 1-21 3 ’s that relate to third 
party individuals who were arrested at the same time as the subject are placed in 
the file for investigatory purposes. Withhold these in full, citing Exemption 
(b)(7)(C) of the FOIA or (k)(2) and (b)(7)(C) of the PA. 
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We have amended Section 28.09, Federal Bureau of 
Investigation Documents of the Processing Guide as follows, del eted 

information in strik e through : 

There may be a document originating with FBI marked with the following warning at the 
bottom: 


“This document contains neither recommendations nor conclusions of the 
FBI. It is the property of the FBI and is loaned to your agency; and its 
contents are not to be distributed outside your agency.” 

Please refer any document with such a marking to FBI, and do not hide the name of the 
agency. 


We have amended Section 28.13, Joint Terrorism Task Force 

(JTTF) of the Processing Guide as follows, d e l e t e d information in strik e through : 

Refer any documents created by the Joint Terrorist Task Force (JTTF) to JTTF. Do not b 
Hide the name of the agency. 
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USCIS FOIA INFORMATION BULLETIN 

November 30, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have updated section 28.06.a.5., U.S. Department of State Documents of the 
FOIA/PA Processing Guide as follows (new information in red): 


28.06.a.5. Process the Report 24. (Withhold in full, (b)(7)(C) and (b)(7)(E) if FOIA or 
(k)(2), (b)(7)(C) and (b)(7)(E) if PA). 


Rxpwi 24 v ScAmMM 
m&mrm wm 

EatiE. Bird 

: Owen Money 








. : : 
IvL-w’ 

. A.:!: - }*; 


C:N':T: 

^ 'U>i& 1 

P-ryyMy^ii: & .%>f: No. ; : 


3 : '<>v y . 




W-iv foil*' 1 


%*;**NN* 8 
T'k^nno;;.' i 



i. j a. < jkcWg*; T fX&Qii N4S V 

£ 


SarlE. Bird 




Owen Monev 



We have updated section 21, Classified Records of the FOIA/PA Processing Guide 
as follows (new information in red, deleted information in strikethrough): 


(b)(6) 


We have updated section 27 .27. e, Names of certain government employees and PII 
on law enforcement documents, of the FOIA/PA Processing Guide as follows (new 
information in red): 


21 21 s If you are processing a FOIA case, there are certain USCIS 
personnel whose names you should withhold even when not performing a law 
enforcement function, citing Exemption (b)(6) or (b)(7)(C) if FOIA, (k)(2) and 
(b)(7)(C) if PA. Those personnel are: 

(1) Refugee Officers (b)(6) 

(2) FDNS personnel (b)(7)(C) or (k)(2), (b)(7)(C) 

In addition to that, there are times you must use your judgment. If an asylum or 
adjudications officer is working overseas, especially in a sensitive region, and if 
you feel that person could be a potential target for extortion, kidnapping or 
interference in performance of duty, you should protect that person’s name, direct 
line phone numbers and e-mail addresses, along with any other identifying 
information. If you have a doubt, please contact a supervisor. 
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USCIS FOIA INFORMATION BULLETIN 

November 14, 2012 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have amended Section 6.3.4.6, Genealogy of the foia/pa 

Assistants Guide as follows, d e l e t e d information in strik e through , new information in red 

6.3A.6 Genealogy : Genealogy cases are requests for searches and/or 
copies of historical records relating to a deceased person. The lists below 
represent the records that the public would be able to request from the 
Genealogy Program: 

A Naturalization Certificate Files (C-files) from September 27, 1906 to 
April 1, 1956 

B. Alien Registration Forms from August 1, 1940 to March 31, 1944 

C. Visa files from July 1 , 1 924 to March 3 1 , 1 944 

D Registry Files from March 2, 1929 to March 31, 1944 

E. Alien Files (A-files) numbered below 8 million (A8000000) and 
documents therein dated prior to May 1, 1951 

The case is not Genealogy unless it meets one of the above criteria. If 
there is a cover sheet with instructions, such as a Hybrid Genealogy cover 
sheet, please follow the instructions on the cover sheet, rather than the 
instructions in this paragraph. If the case you are creating does meet the 
criteria for Genealogy, select Category OTHER, then do the following: 

a. Create the case. 

b. Do not staff for the file or create an acknowledgement 
letter. 

c. Select Final Action Letter and redirect (RD) the case to 
“USCIS Genealogy Program.” Use the “RD -Genealogy” 
letter unless you have a request for dual Italian 
Citizenship. If you have a request for dual Italian 
Citizenship use the “Genealogy form — ItalianCit” 

letter. Both letters are located on the 0 drive 
(O:\Foia\FOIA LIBRARY). Copy and paste the 
appropriate letter over the default letter. 



d. After the case is created and the letter has been generated, 
prepare a discussion and send the case to Up-Front 
Approver. 

e. Send an email to the designated person who handles 
genealogy cases (The current point of contact will be 
posted by FOIA Operations in ECN) with the control 
number to review and case note accordingly. 

The designated person will review the request to determine if it is, in fact, 
a genealogy. 

If it does not meet the criteria for genealogy it will be returned to you in 
the Case Create queue to send an acknowledgment letter and staff for 
records. 

If it does meet the criteria, the case will be closed by the Up-Front 
Approver. 
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USCIS FOIA INFORMATION BULLETIN 

November 8, 2013 


(b)(7)(e) 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 

W e have deleted Section 28.07, US-Visit Documents, of the Processing Guide as 
follows (d e l e t e d information in strik e through) : 

R e f e r all docum e nts originating with US VISIT for th e ir dir e ct r e spons e to th e r e qu e st e r. 
Do not hid e th e nam e of th e ag e ncy. 

R e f e r Arrival D e partur e Information Syst e m (ADIS) scr ee n prints to US VISIT. 

Pl e as e do not plac e any r e dactions on docum e nts you ar e r e f e rring to US VISIT. 


We have added a new Section 27.50, US-Visit Documents , to the Processing 
Guide as follows (new information in red): 


27. 50. a Redact the following from US-Visit documents, including ADIS: 


27.50.b Things we should release from US-Visit documents, including ADIS: 
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(b)(7)(e) 


27.50.C Aliases on US-Visit documents 

1 . You, the processor, must decide if there is more likely than not an invasion of 
privacy. If you decide there probably would be an invasion of privacy, 
withhold (b)(7)(C), or a(k)(2) + (b)(7)(C) if PA. 

2. Sometimes the alias is the main reason an alien got denied a benefit. It’s 
called “misrepresentation of a material fact” or “fraud.” In some cases, the 
alien made up a name on the spot, while in other cases they used the actual 
identity of another person. 


We have changed Section 27.40, Processing Form 1-696, ofth e Processing Guide 
as follows (new information in red, d e l e t e d information in strik e through) : 

Unl e ss it is blank , If you determine there is reasonably foreseeable harm, fully withhold 
the second page of the 1-696 citing Exemption (b)(5) of the FOIA or Exemption (d)(5) 
and (b)(5) if processing under the PA, otherwise, release the page. If you are unsure, 
please consult a supervisor. 
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USCIS FOIA INFORMATION BULLETIN 

November 4, 2011 


The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


One bullet of paragraph 27.04, Out of Scope of the Processing Guide has been changed 
as follows ( old v e rsion in strik e through ) (new version in red): 

• Docum e nts titl e d “B e st Availabl e Imag e .” Documents not a part of the A-file but 
inserted by the scanner at the digitization facility, for instance, documents marked 
“Best Available Image” or “The TOC is not part of the certified copy of the A- 
file” 

st m sr hr rsi at: ® ® ® m sr rh rr b: ® « » m sr hr rh at: ® « n m sr rr rr ® ® ® ss m sr rr rr b: ® ® n m sr rr rr b: ® ® ® m sr rr rr ® ® ® » m sr rr rh ® ® ® ® a< sr rr rh b: ® ®b 


Two portions of Paragraph 7.2, Verification of Identity of the FOIA/PA Assistant’s Guide 
have been changed as follows ( old v e rsion in strik e through ) (new version in red): 


If the requester did not provide all four required pieces of information, you must s e nd for 
additional r e qu e st e r docum e ntation please select “Final Action Letter” from the Tasks 
tab, select “FC” from the final action codes list, and paste in the body of the “Unperfected 
Request Letter” which you may find in the Case Create Template Letters folder of the 
FOIA Library. 

If the requester is asking for records concerning (a living) individual, and if there is only 
one signature and it does not fall under one of the categories above, r e qu e st cons e nt 
and/or v e rification of id e ntity using th e Track 1, Track 2 or Track 3 Ack L e tt e r R e qu e st e r 
Docs locat e d at: 

th e form “R e qu e st e r Docum e ntation Attachm e nt” locat e d at: 

GPAFcnarFPdiA — AAPPAPF\Gase — Greate — Pe^erenees\Gase — Greate — Pem^date — Getters 
^^e^er^oes^t taelment . Ch e ck th e first box on th e docum e nt please select “Final 
Action Letter” from the Tasks tab, select “FC” from the final action codes list, and paste 
in the body of the “Unperfected Request Letter” which you may find in the Case Create 
Template Letters folder of the FOIA Library. The exception to this rule is a Third-Party 
Request (see paragraph 7.4). 
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USCIS FOIA INFORMATION BULLETIN 

May 31, 2013 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have changed the top portion of the TD No Agreement Language letter found 
at O:\Foia\FOIA LffiRARYACase Create References\Case Create References as follows 
(new information in red): 

After carefully considering your request, it must be denied in its entirety pursuant to 5 U.S.C. § 
552(b)(6) (Exemption 6). In order to obtain these records your request must demonstrate one or 
more of the following criteria: 

• Written authorization from the individual(s) permitting disclosure of the records to you; 

• Proof of parentage with the requester’s verification of identity if the subject of record is a 
minor at the time of the request, or 

• Proof of court -appointed guardianship with the requester’s verification of identity, or 

• Proof that the subject [or subjects] of your request [is] [are] deceased; or 

• A clear demonstration that the public interest in disclosure outweighs the personal 
privacy interest! s) of the individual(s) and that significant public benefit would result 
from the disclosure of the requested records. 
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USCIS FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

May 27, 2011 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


A new paragraph: 40.08 Ensuring you get credit for pages has been added to the 
processing guide: 

Before you send your case to approver, click on the Fee tab. If the ‘pages’ field is blank, 
click on the Processing tab then back to the Fee tab, and it should populate the pages 
field. 
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Paragraph 27 46 e TECS (The Enforcement Communications System) of 

the Processing guide and Appendix C, Processing Tables, have been amended (the 

following portion has been added): „ w „ w , 

(b)(7)(e) 


] citing 


Please fully withhold TECS II - SUBJECT QUERY RESUL' 

Exemptions (b)(7)(C) and (b)(7)(E), or (k)(2)/(b)(7)(C) and (b)(7)(E) if the case is PA. 
As always, please evaluate for any other exemptions that may apply. 
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28.08 Bureau of Prisons documents of the Processing Guide is being revised as 
follows: 

Refer all documents originating with the Bureau of Prisons (BOP) for their direct 
response to the requester. Withhold the name of the agency. Do not refer Inmate Locator 
screen prints to BOP because that information is available to the public through their 
website. The Pre-Sentence Investigation Report (PSIR) does not originate with BOP, 
however BOP has a policy not to release the report to a person while he or she is an 
inmate. After the person is no longer an inmate, BOP gives the person report without 
redaction. BOP will return the PSIR to us if we refer it to them, and for that reason, we 
will no longer refer the PSIR to BOP under any circumstances. If the mailing address for 
the responsive record is to a federal correctional institution, please fully withhold the 
PSIR, citing Exemptions (b)(5) and (b)(7)(C) or (d)(5)/(b)(5) and (k)(2)/(b)(7)(C) if the 
case is a PA. Otherwise, evaluate the report for sensitive information about the victim 
and withhold that information, citing (b)(7)(C), but otherwise release it fully. 
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Paragraph 27.30 Tax Returns of the USCIS FOIA Processing Guide has been amended 
as follows: (new addition in red): 

Redact third party documents such as W2’s, and tax returns in part, submitted with the 
Affidavit of support. Release the name of the document and the names of the individual. 
Release the document if consent of the subject or the third party is present. 

Release the tax return in full if the subject of the file or requester is a party to it. Partially 
withhold the tax return if the subject of the file is not a party to it, including a subject 
listed as a dependent. 

If you are processing a FOIA case, fully withhold the Earned Income Credit sheet of a 
third party when there is no consent. Release of any part of the form would provide 
sensitive information about the third party’s economic status. 


Paragraph 6.3.4. 6 of the FOIA/PA Assistant’s Guide will be changed as follows: 
(changed portion in red) 

As it reads now: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Close the request as an ER and send to Up Front Approver 

b. Send an e-mail to the OA room and include the following information: 

1) REQ# 

2) NRC# 

3) Scanner’s initials 

4) Date scanned 

The OA room will pull the original request, include it in the current days count and 
follow return procedures. 

Proposed change: 

The case is not Genealogy unless it meets one of the above criteria. If the case you are 
creating does meet the criteria for Genealogy, create it as OTHER then do the following: 

a. Create the and control the case. 

b. Do not staff for any records and do not prepare an acknowledgment letter. 

c. Send the case to Unit Chief with a discussion explaining it is a possible 
Genealogy 

d. Send an email to the designated person who handles genealogy cases (currently 
Donna Brasfield) with the control number. 

The designated person will review the request to determine if it is, in fact, a genealogy. 
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If it does not meet the criteria for genealogy it will be returned to you in Case Create to 
send an acknowledgment letter and staff for records. 

If it does meet the criteria, the designated person will create a letter referring the 
requester to the Genealogy program and will close the case as ER. 


Paragraph 12.5 Receipt Numbers of the FOIA/PA Assistant’s Guide will be changed as 
follows: 

As it reads now: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For receipt files at HBG, 
use the NON-FOIA MSC/NBC file request Do not request DIG T-files at HBG with 
RPC codes XX or ZG. Refer to the Staffing Sheet Guide for the most current 
information. 

Updated Paragraph: 

Do not request receipt files from any offices other than one of the five Service Centers 
(ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). For files M.HBG, 
use th e NON-FOIA HBG file r e quest . Do not request DIG T-files at HBG with RPC 
codes XX, XY. ZG. Z Y , or ZZ, Refer to the Staffing Sheet Guide for the most current 
information. 
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USCIS FOIA INFORMATION BULLETIN 

May 24, 2013 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have changed paragraph 6.1.1.17, found under section 6.1.1 (RULES FOR 
ENTERING INFORMATION ON THE FIPS WORKSHEET) of the FOIA/PA 
Assistant’s Guide as follows (new information in red, d e l e t e d portion in strik e through ): 

6.1.1.17 If an attorn e y r e pr e s e nts th e subj e ct, th e first lin e of th e addr e ss should b e th e 
nam e of th e law firm th e attorn e y is affiliat e d with, or, Attorn e y at Law, or “c o” and th e 
law firm nam e or th e nam e of th e attorn e y. If th e attorn e y’s nam e is part of th e firm’s 
nam e , th e n th e first lin e of th e addr e ss should b e “Attorn e y at Law.” If th e attorn e y’s 
nam e is not part of th e firm’s nam e , th e n th e firm’s nam e should b e th e first lin e of th e 
addr e ss. For exampl e , if th e r e qu e sting attorney is Manu e l Solis, and th e firm’s nam e is 
- Law - Offie e& of - Manu e l^oli s^- th e- first - lin e- ofth e- addr es- s - shouid - b e— Attorn e ^at 
Law.” For anoth e r e xampl e , if th e attorn e y’s nam e is Spiro S e rras and th e firm’s nam e is 
“Wil e ns and Bak e r,” th e first lin e of th e addr e ss should b e “Wil e ns and Bak e r.” 

6. 1.1.17 Properly addressing attorney(s) as third party requesters in FIPS. 

Example 1: If the attorney(s) is not affiliated with a law firm, then the first line of the 
address should be “Attorney at Law.” 

Requester Address 

Christopher T. Stender, (Esquire) Attorney at Law 

111 By Himself 
Sample, MS 44444 

Example 2: If the attorney(s) name is part of the firm’s name, then the first line of the 
address should be “Attorney at Law.” 

Requester Address 

Manual Solis, of (Law Offices of Manuel Solis) Attorney at Law 

1 1 1 His office 
Borderline, AK 22222 
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Example 3: If the attomey(s) name is not part of the firm’s name, then the firm’s name 
should be the first line of the address. 

Requester Address 

Spiro Serras, of (Wilens and Baker) Wilens and Baker 

1 1 1 Their Office 
Aroundthebend, OK 33333 

If the address on the request is a residential address under the name of someone other 
than the subject or requester, you must add ‘c-o’ and the listed person’s name (FIPS will 
not allow do). If USPS does not show the requester or subject name on the request as 
living at that address, the mail will be returned. Using ‘c-o’ (in care of) allows USPS to 
deliver the mail to that address as long as the person listed receives mail at that address. 
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USCIS FOIA INFORMATION BULLETIN 

May 23, 2014 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added and rearranged information to Section 28 

“Congressional Requests and Appeals”, of the FOIA/PA Assistant’s Guide as follows 
(new information in red): 

28. CONGRESSIONAL REQUESTS AND APPEALS 


Most FOIA/PA requests with congressional correspondence are written on behalf of a 
constituent and are actually a FOIA/PA request for an individual’s records. These cases 
should also have an instruction sheet from Congressional, NRC. Simply create the case 
according to the directions. If you open a case with congressional correspondence, but 
there is no instruction sheet, please create the case as you normally create any other case, 
including staffing for the file and creating the acknowledgment letter or final action 
letter. After you have created the acknowledgment letter and staffing, or the final action 
letter, as appropriate, please send an e- mail to Congre ssiona l. NR C. The subject of the 
e-mail should be “Congressional Correspondence and the body of the e-mail should be 
the control number. Please CC your supervisor. Next, create a discussion entitled 
“Congressional Inquiry” and state in the comment field that you have sent an e-mail to 
Congressional, NRC. Finally, pend the case. 

However, true congressional requests are requests from a congressman or senator for 
information which usually does not relate to an alien file or receipt file . The case should 
have an instruction sheet from Congressional, NRC. SIG processes true congressional 
requests. Simply create the case according to the directions and pend the case. 
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We have added another form (Assessment Sheet, second page shown below), to 
the USCIS Miscellaneous Documents list in the FOIA/PA Processing Guide as follows: 


USCtS MISCELLANEOUS DOCUMENTS 


TITLE/SraJECI 

FmAiMmiww 

PA EXEMPTION 

Assessment &re£d v terminate, grantor 
refer (relates to Asylum) 

Withheld in Ml (h)(5) 

(d)(5) and (h)(5) 
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Review for 
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that pertain to the interne 

otherwise releaso.| 

(t'X'5), otherwise: 
release. 

Blank a iylum- refugee flowcharts 

Release 

Release 
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SUMMARY: 

The applicant i$ a tw&nt%~thrm year qM stale, native end citizen 
of . who entered the United states on July ' 4 near 

California, and was not inspected. He fears ham froe. the. 
of ’ * b&c&u&ft of ills political opinion. 

Please see the attached copy of the Notice of Intent, to Deny f which 
has been trailed to the applicant. 



USCIS FOIA INFORMATION BULLETIN 

May 17, 2013 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have changed section 7.1, Certification of agreement of parents or 
guardians, of the FOIA/PA Assistant’s Guide as follows (new information in red, d e l e t e d 
portion in strik e through ): 


If the requester asserts parentage or guardianship but does not provide proof, we will 
close the case as a total denial (TD). For TD procedure, please refer to section 16a, TD 
(total denial) Case Closings. 

R e qu e st th e proof of par e ntag e by marking “oth e r” on th e r e qu e st e r docum e nts pag e and 
ins e rt th e following 

* — If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the fonn of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. If a guardian is filing on behalf of a 
minor or person judicially determ i ned to be incompetent, he or she must submit proof of 
guardianship. The signatur e of th e parent/guardian must be notarized or signed under 
penalty of perjury. Minors may also r e quest th e ir own files th e mselves. Th e y do not have 
to have the certification of agreement of a parent or guardian to make this request. An 
attorney may also represent a minor. 

You may n ee d to modify -t h e- fem -e n -dte- r e^ i - u e sl -eF deeum e nte - s e ction “oth e r fi e ld” if 
n ee d e d, to fit onto th e on e pag e without int e rf e ring with th e FIPS barcod e on th e bottom 
of th e pag e . Do not modify th e acknowl e dg e m e nt l e tt e r e xc e pt with sup e rvisor approval. 


We have changed section 7.5, Certification of agreement of parents or 
guardians, of the FOIA/PA Assistant’s Guide as follows (new information in red, deleted 
portion in strik e through ): 

If the requester says the subject is deceased and did not provide proof of death, but the 
subject is not over 100, we will close the case as a total denial (TD). For TD procedure, 
please refer to section 16a, TD (total denial) Case Closings, w e must s e nd for r e qu e st e r 
docum e ntation. If that is th e situation, do not staff for th e fil e . 
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We have changed section 23, FOIA Safe Procedure of the Processing Guide as 
follows (new information in red, d e l e t e d portion in strik e through ): (b)(6) 

2. Send the case to Admin and contact | via e-mail. 

Copy your supervisor on the e-mail also. 


We have changed section 27.25 .b, FBI Systems Check Results, of the Processing 
Guide as follows (new information in red): 

Next, there is no need to withhold a response that does not indicate any result, positive or 
negative, such as PENDING or UNCLASS. 


We have added a new section 27.25 j, IAFIS andNCIC, to the Processing Guide 
as follows (new information in red) 

27.25.1 IAFIS and NCIC 

Since FBI is the lead agency for both IAFIS and NCIC, does that mean all results 
of IAFIS and NCIC are exempt? 

No. 

We may release criminal history that relates to the subject of record, but we may 
not release wants, warrants, fugitive or terrorist information. RAP sheets may 
show “IAFIS response” or “NCIC Interstate Identification Index,” but since they 
pertain to criminal history rather than wants, warrants, fugitive or terrorist 
information, we may release them to the subject of record. On the other hand, we 
will withhold IAFIS or NCIC “positive” or “negative” because it could have to do 
with wants and warrants. 

We have added new information to section 27.43.C of the Processing Guide as 
follows (new information in red) 

For exact name or sounds-like searches, please withhold the columns beneath EARM, 
DACS or NAIL, whether or not there are X’s. Note the example: 
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jf'i $ •: 

j y . \ > . 

LEENH 
f R DC I 



■EC 
, Dt. 


(b)(7)(e) 
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:xlT m FACE AHEAD PF,> FACE RACE. FF4 RETURN PFL HE IF 
P f 6 MAI H MENU PFO ALTERNATE SEARCH 


We are revising Appendix C, Processing Tables, of the Processing Guide so it will 
match prior ICE guidance. Where we change it, it is in light blue letters. 
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USCIS FOIA INFORMATION BULLETIN 

May 16, 2014 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have added information to Section 12.12.1.6 “Blued-in” information, of 
the FOIA/PA Assistant’s Guide as follows (new information in red): 

A. If “Retire” had been blued in, it would have been important. We would have used that 
inquiry screen to staff from the FRC or RDF if it was retired at RDF. If the Center in the 
Accession Data is other than the Kansas City area, staff to Non-FOIA for the FCO. 
Release 6. 1 . 1 .0 of NFTS expanded the Kansas City FRC to three locations - Lee’s 
Summit, Lenexa and North Kansas City. All three of those locations are FRC staffings 
unless the file is digitized. 

B. For any FRC other than those three locations, you should create a Non-FOIA staffing to 
the FCO listed under “Office.” It can be confusing. Please refer to the example at the 
bottom of this section, in which you would staff to Non-FOIA Office, BAL. 
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USCIS FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

May 13, 201 1 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


The wording of paragraph 28.05 of the Processing Guide has been changed (deleted 
portion •stricken through): 


28.05 Referring documents relating to third party individuals 

If you are processing a case that contains documents that you normally refer to another 
agency but those documents do not relate to the subject of record, please do not refer 
those documents. The exception would be if consent of all individuals has been given. 

Mark as “Out of Scope” any TECS screen prints relating to third party individuals, infull 
citing (bX7)(G) of the FOIA and exemptions -(k)(2) and {b)(7)(G) on P A cases. 


Paragraph 12.7.6 of the FOIA/PA Assistant’s Guide has been changed as follows 
(added portion underlined deleted portion stricken through) : 


When conducting “no record” research, do the query and provide screen prints of 
all searches as directed. 

Click on "Customize Letter.” Print the appropriate CLAIMS screen prints (this 
should be no less than six pages and may be lengthier if subject has provided 
multiple names or multiple alias names). Prepare a “Scan As” sheet to be scanned 
as case supporting documents responsive records for the case number you have 
just created, attach it to the screen prints and take those to the OA room for 
scanning as CSD person designated to scan RAF ACS only responsive records. 
Pend the case prepare a Final Action Letter with closing code NR. Insert a 
Discussion outlining the systems you searched and stating that you have sent the 
documentation to OA for scanning as CSD. Send to Up-front Approver. 


Paragraph 12.7.12 of the FOIA/PA Assistant’s Guide has been changed as follows 
(added portion underlined deleted portion stricken through) : 
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12.7.12 Receipt files 


12 . 7 . 12.1 Do not request receipt files from any offices other than one of the five 
Service Centers (ESC/EAC, SSC/SRC, WSC/WAC, MSC/NBC or NSC/LIN). 
For example, LOSJ9163201 1 1 1, DALC922740405 or SPM9606900035, etc., are 
not receipt files we can request. 

12 . 7 . 12.2 If the requester does not specifically ask for a receipt file and provides 
an alien number, request the alien file only. If the requester specifies a receipt 
file, search NFTS and staff for that receipt file OR if the receipt has been 
consolidated into an alien file, staff for that alien file. 

12 . 7 . 12.3 If the requester does not provide any receipt number or alien number, 
then you must research CIS, CLAIMS and possibly PCQS. 

Be cautious about requesting receipt files that are for EAD cards only. 
There should be another application/petition filed in conjunction with this 
EAD card. If the only receipt numbers you can find is for an EAD card, 
and they are within the seven-year retention time, then yes, you will 
request the EAD card. 

If they provide a receipt number, you must research CLAIMS, PCQS and 
NFTS thoroughly. Ensure the receipt file has not been consolidated into a 
T-file or into an A-file. Please request the A-file or T-file if the receipt 
file has been consolidated. Check CLAIMS to be sure that the Service did 
not reject the receipt. Receipts that are shown as rejected in CLAIMS are 
returned to the submitter by the Service Center. Print the CLAIMS 
screen(s) that shows the receipt was rejected by the service. Create a File 
Request to RAF ACS (not RAF ACS/CIS). Leave the “Customize Letter” 
button selected. Attach a “Scan As” cover sheet to the screen prints, mark 
the box “Responsive Records” and take to person designated to scan 
RAFACS-only responsive records. Pend the case. 

If there is no location information in NFTS. and if NYC does not have the 
receipt, but there is a record in PCQS. print any PCQS screen(s) 
concerning the petition. Create a File Request to RAF ACS (not 
RAF ACS/CIS). Leave the “Customize Letter” button selected. Attach a 
“Scan As” cover sheet to the screen prints, mark the box “Responsive 
Records” and take to person designated to scan RAFACS-only responsive 
records. Pend the case. 


12 . 7 . 12.4 If there is no information about the receipt file in NFTS, regardless of 
the'prefixof'the-reeeipt'numbervyoushouldstafftothe'owneref'thereeeipt'file 
and paste in the CLAIMS screen ;Thisinforrnation can be! oeated on the 


CL ; \!MS inquip, screen upper right hand corner: The CLAMS- sereen will' Shovv 

"owned by.” 
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Proposed new paragraph 


12.7.12.4 As a matter of last resort, if there is neither information about the 
receipt file in NFTS nor PCOS and you have called National Visa Center and 
determined NYC does not have the receipt, you should staff to the owner of the 
receipt file and paste in the CLAIMS screen. This information can be located on 
the CLAIMS inquiry screen upper right hand corner. The CLAIMS screen will 
show “owned by” 


We are proposing a new paragraph, 27.49 Processing Marriage Fraud Interviews / 
Stokes Interviews to be added to the processing guide: 

A marriage fraud interview is frequently part of the process of removing the conditions 
on permanent residency. If the outcome is favorable, we won’t usually see the marriage 
fraud interview in the A-file. Ordinarily, we would fully release any question/answer 
notes taken during a marriage fraud interview to either party, unless there is deliberative 
process. 

The adjudicator may divide the notes page in half, recording questions and answers on 
the left-hand side of the page, while using the right-hand side of the page to record 
impressions, opinions and deliberation. In such a case, you will normally withhold the 
right-hand side of the page, citing Exemption (b)(5) of the FOIA, or Exemptions (d)(5) of 
the PA and (b)(5) of the FOIA if the case is PA. 

Even though we would fully release the interview under normal circumstances, you must 
still evaluate for the possibility of other exempt material. For instance, you may find 
clearly unwarranted invasion of personal privacy of one of the parties, depending also 
upon circumstances within the file, for example, matters having to do with VAWA or 
asylum. If you are unsure, please consult your supervisor. 
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USCIS FOIA INFORMATION BULLETIN 

May 12,2015 

The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have updated section 12.18.16, Creating Staffing and Acknowledgement 
letters for ELIS cases, of the FOIA/PA Assistant’s Guide as follows (d e l e t e d information 
in strik e through , new information in red): 

12.18.16 Creating Staffing and Acknowledgement letters for ELIS cases 
(The updated slideshows; R e s e arching, Staffing and R e dacting ELIS information in 
PCQS ELIS Research Staff Redact - ELIS, and ELIS Research Staff Redact -- PCQS can 
be found at O:\FOIA\FOIA Library\Case Create References, also in Connect and ECN). 

12.18.16.1 Find the IOE Number 

Whenever you create a case, please check both the ELIS and ELIS2 blocks in PCQS to 
search for ELIS information. 


Saardf Criteria: Number 
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If you get a response of “Person Found In: ELIS,” please click twice to get your IOE 
number. 
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Click twice 


You’ll come to the page below. Please copy the IOE number. 



Copy IOE Number 


12.18.16.2 Determine Requester/Case Open or Closed 


To determine what language (if any) gets copied and pasted into the Staffing and 
Acknowledgment letters, you have to know two things: 

1. Is this a self-request or a request from Attorney/Representative/Others? 

2. Is the case open or closed? 

You can see if the case is open or closed on the ELIS Case Info screen. If you double- 
click the person’s information in PCQS (same place where you copied the IOE number 
above), the “Primary Applicant Summary” default screen will display. 
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“Primary Applicant Summary” is the default 
screen _ Pleese click on Cese Info 


ais OS15SA 

Pnmsry Appfont Summary j Case Info | IV Details 
Hmz 

III! Addresses f isi:|: 1 use iSgllty ? iesiy l Names ; 
life : ; 

Account ID 
last Marne 

7 

6 

First Name 
Piddle Name 

: Ken : 

BsrtMate 

IS- 

Race 


Country of Citkensliip 

Ifomifi 

Passport Number 


Passport Issuing Country 

Foreign 

Alien Number 

AO 

Admission ID 


Social Security Number 

mm. 

Receipt Number 

m 


Please click to display the “Case Info” screen. On the left side of the Case Info screen, 
you’ll see a category called “Case State.” Across from the Case State, you’ll see one of 
four options: 

A. Accepted 

B. Optimized 

C. Reopened 

D. Closed 

If the case state is accepted, optimized or reopened, the case is open. Closed means 
closed. 
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12.18.16.3 Create the Case/Put IOE Number in Topic Line 

In th e ELIS r e cord, th e r e will also b e an IOE numb e r. Pl e as e copy that numb e r. Fill out 
the FIPS worksheet as you normally would, except paste “IOE” and the number into the 
“Topic” line on the FIPS worksheet. 



IOE Number 



fttillll 


NOTE: Putting the IOE number in the Topic line is the only way we have to track ELIS 
and ELIS2 cases. 

Next, you’ll either create an SSC or ESC staffing. 
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12.18.16.4 Create Staffing and Acknowledgment letters 


If the A number is between 30 and 70 million, please create an SSC staffing (Immigrant 
Visa case, Form OS- 155 A). 

Create an ESC staffing for any other A-number (Form 1-539, Application to Extend or 
Change Nonimmigrant Status). 

In th e ELIS r e cord, th e r e will also b e an IOE numb e r. Pl e as e copy that numb e r. On both 
pages of the SSC or ESC staffing letter, please replace the “Alien #” with the term IOE 
and the number you copied from PCQS as shown here: 


FROM: 

SUBJECT 

If you have a self-request, whether it is open or closed, you will replace the Staffing 
letter’s second bullet, first sentence with the following language: 

“Send copies of the on-demand point-in-time snapshot, approval notice and any 
documents that were scanned and uploaded by an internal user to the FOIA office.” 

NOTE: Leave the second statement, “DO NOT MAKE REDACTIONS,” as is, after the 
language you inserted. Do not delete. 


I Ire ftfiitohc'dFOEArPA request is forwarded your for soiiiMi Dwe :.o tbfc subject ittat-tcr. tJj.cwr sa a 

high yi>iwt>l.ii:k:<; v*i\\ h-yvc rewtxis U> request, 

* iPieaw. wftiiwct « ?JwM:<i-«g 3 iaer>»cVi Cor -yit fSRpo«siv« rsmorcte $> 3 yys 3 «a: 3 yTtt. a.twf 

p U:\TCVv af voiu: 

* &<«>. A- -> • o*>)>y • <t£ s- * • 4 Gb»V 4 «• re <-y- • *:::e 

by w; ,> 5 VU:. IX> .NOT MAKE REDACTIONS. 

* Bracket any thereof tha? yon heSim should be wtlbkeld. breiude » brief 

your act son, m tb.t TOIA Staff wlU not retease those ftenis Indicated without 
futthor with you. 

* Om> tact this affj.esr- should you expect time to exceed ib.rae b.ou fs or tke total mwstiber of 

f:C< 250 . 


Delete the first 
part of the 
second bullet 
(shown in 
st ri k ethr o u gh ) 
Replace it with 
the sentence 
shown in red. 


ATTN: via email 
NKC FOIASP A 


Replace the 
A-number 


of Ittibmwxkm Act NRC2002&0000 .with the 

Subject: Name: HctUyNortyi. :• >: **** l*-v a*. >.••• 


If you have an open Attomey/Representative/Others request, please follow the same 
directions as the open or closed self-request above. 
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However, if you have a closed Attomev/Representative/Others request, simply replace 
the “Alien #” with the IOE number you copied from PCQS only. Do not insert the 
language mentioned earlier. 

Replace the f&om-. n?.c foia?a 

A-n umber ST3BJECT: Firetdfc'vm of infoirasTtota /Privacy Act Usqucst NRC200200000 

with the \ {J S ubjeot Narswfc : Plenty Nofiya 

n U m D S f , Tire at.tsohud F O I A request £ orwa r ded to your office for action . 'Due to tire subjee r. snath?*. there is 

high jprc&afcility youroflw «*UI haw records responsive to the 

♦ Pies:&e *:ori<iucT & ihoioisgh scaivls for aU ie*po;:;sis*: lecoidt yhyrically in. and withsa trie ittricticffftl 

purview of your off ice;. 

♦ Send 3. copy of ail respsasiV* deeunwnte to the f CIA oiitoe ?». Srisk entoeiy, DO NOT MAKE 
REDACTIONS. 

Different language will be inserted into the Acknowledgement letter, but will follow the 
same pattern as above. An open or closed self-request will be treated the same as an open 
Attomey/Representative/Others request. 

Please insert the following paragraph after the “fees” section in the Acknowledgement 
letter: 

“From the USCIS Electronic Immigration System (ELIS) you may download: 

(1) the case intake snapshot, documents uploaded in response to a Request for Evidence 
and correspondences (G-28 Representation or Withdrawal request) from the View My 
Cases screen; and 

(2) notices, if any, from the View Messages screen. 

NOTE: Since you can download the USCIS ELIS content above, we will not be 
providing this material in our response to you. However, if you are unable to access 
USCIS ELIS, please follow the instructions below to request your USCIS ELIS content.” 

See the following example: 
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l&acccttdattee witfeDep^neii! of S&msty Regulations- (6 C JF .&. § 55(c)l yourrcqiiest is 

teued to coatfitBic au rjgrectncn* to pay any foes that may he ^hatgeable up to tlSMl ?m my ht 
charged for searchisgfor records sought at the jespeerive derieai professional amforaamgenal mm of 
H0&$?.9&$ 1 0,25 per- qusiier hour*, mi for duplication of copies si the rale* of 1 10 per copy. The first 
1 00 copies and two hows of search time at* not charged mi the rcateifiing combined charges for search 
sad duplication .must exceed $14.00 before, we will c harge you any foes. Most revests do am require say 
fees; however, if tees in excess- of $25.00 are requited we will notify you beforehand 




Please insert (cut 
and paste) this 
language below 
the fees 

paragraph - tells 
the requester what 
he or she can 
download 


If the Attorney/Representative/Others case is closed , do not make any changes to the 
Acknowledgment letter. 

Any time you create an ELIS staffing, please send an e-mail to NRC, FOIA QA-CS and 
copy Tracy Bellisime. The subject of the e-mail should be “ELIS staffing” and the body 
of the e-mail should be the case number. 

12.18.16.5 ELIS Staffing / Ack Letter Decision Table 
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USCIS FOIA INFORMATION BULLETIN 

0: FOIA/FOIA LIBRARY/FOIA INFORMATION BULLETIN 

May 6, 2011 

The FOIA Information Bulletin is a publication issued by the FOIA Program Office as 
a communication tool regarding current information of use and interest to USCIS FOIA 
personnel. The intent of the bulletin is to improve consistency and timeliness of 
information See your supervisor if you have any questions about bulletin topics. 


We have numbered the paragraphs of the FOIA/PA Assistant’s Guide for the same reason 
we numbered the paragraphs of the Processing Guide: page numbers frequently change 
when there is a change or new paragraph added to the guide, and numbered paragraphs 
can help avoid confusion. 


The wording of paragraph 5.01 of the Processing Guide has been changed (changed 
portion is underlined) : 

5.01 Consent relating to records concerning a minor or person judicially 
determined to be incompetent 

If a parent is filing on behalf of a minor child, the parent must submit proof of parentage. 
Proof of parentage can be in the form of a birth certificate, adoption decree or similar 
document, naming the requester as a legal parent. If guardians file on behalf of their 
wards, they must submit proof of guardianship. No consent is . necess^ 
chi l d or the pe r son j u dicially determined to be incompetent however the parent/guardian 
must provide his or her own verification of identity that is nota r ized or signed under 
penalty of perjury (6 .C,F,R ; .J. 5.21(e)),.. 

Minors may request their own files; they do not need consent of their parents or 
guardians to do so. Attorneys may represent minors also. 


Paragraph 7.1, Consent of Parents or Guardians, of the FOIA/PA Assistant’s 
Guide has been changed (changed portion is mderlined) : 

If a parent is filing on behalf of a minor child, then the parent must submit proof of 
parentage. Proof of parentage can be in the form of a birth certificate, adoption decree or 
similar document, naming them as a legal parent. 

If a guardian is filing on behalf of a minor or person judicially determined to be 
incompetent, he or she must submit proof of guardianship. No consent is necessary from 
the minor c hild or the person judicially determined to b e incompetent, however the 
P.arent/guardi^ her .. om). verified 


4221 



sig ned un d er pe nal ty of p e rj u r y [ 6 C. F . R . § 5. 21 (e )]. The case processor will have to 
request more information if he or she cannot determine parentage or guardianship within 
the file. 


Minors may request their own files; they do not have to have the consent of their parents 
or guardians to do so. Attorneys may represent minors also. 


Paragraph 12.7. 1 1 T-files of the FOIA/PA Assistant’s Guide has been changed 
(changed portion is underlined) : 


The exception to this rule - We do not receive A-files from ESC, SSC, NSC, WSC or 
RDF for scanning. Those offices either scan directly into FIPS for us or we export the A- 
file from EDMS . Therefore, if the A -file is at one of the above service centers and there 
is a T-file anywhere else, including at the NRC, you will have to staff for the T-file. 

MSC is the only service center that sends the A-file to the NRC for scanning. Another 
example of when we staff for an in-house T-file is when the responsive records are 
scanned in simultaneously with the request. 


Paragraph 12.7.3 Files Lost or Not Found MORE THAN NINE MONTHS of the 
FOIA/PA Assistant’s Guide has been changed (changed portion is underlined) : 


12.7.3.9 If the A-file is lost but other records exist (such as receipt files we 
would normally request or other a-files, including T-Files, wherever they may be, 
including NRC) Request the additional records. Put in a Discussion that reads: 

A-file number XXXXXXXXX is currently showing as lost. 
Staffed for the following additional files: XXXXXXX, 
XXXXXXX, XXXXXXX. Once they are received, please 
review. Please also verify that the original a-file is still lost. If 
the original a-file has been consolidated in fact but not in the 
systems, please process and send your case to approver. Also 
send an e-mail to the MSB for resolution. Include both a- 
numbers. If no documents exist from the original a-file, please 
process what is available. Advise the requester that the original a- 
file is lost. Your case will close as a PD even if no redactions are 
made. Thank you. 
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APPENDIX H: CASE CREATE FLOW CHARTS has been added 

to the FOIA/PA Assistant’s Guide, the charts follow: 

Case Create Flow Chart for All my records. 
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USCIS FOIA INFORMATION BULLETIN 

May 5, 2015 


The FOIA Information Bulletin is a publication issued by the FOIA Quality Assurance 
and Customer Service Group as a communication tool regarding current information of 
use and interest to USCIS FOIA personnel. The intent of the bulletin is to improve 
consistency and timeliness of information. See your supervisor if you have any 
questions about bulletin topics. 


We have updated a link in Section 8.21, SITUATION: Record at National 
Archives and Records Administration (NARA), of the FOIA/PA Assistants Guide as 
follows ( d e l e t e d information in strik e through , new information in red): 

8.21 SITUATION: Record at National Archives and Records Administration 
(NARA) 

If the subject meets the criteria listed in section 6.3.4. 6, continue with the steps listed 
below: 

A. If NFTS shows that the A-Number has been retired to NARA, it means we have 
turned the records over to NARA permanently. The requester will have to send a 
request to NARA. 

B. Please select Final Action Letter and select NA: FOIA or PA not applicable. 
Please refer to section 14 of this guide. 

Replace the body of the Final Action Letter with the NARA Historical R e cord 
National Archives Letter located at \\ZQ2RS€NRGQ9\Gemmen$Woia\F-QIA 
LISR AR¥\Gase €r^te Referene&s\NAR A Hi storical Record Lettendoe 
O:\Foia\FOIA LIBRARY\Case Create References\Nationa l Archives.doc 

C. Create a Discussion with findings for the Up-front Approver. 
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(b)(7)(e) 


We have added a new section, 27.55, Identifying Robert Schofield/Hidden Patriot 
Cases to the FOIA Processing Guide as follows (new information in red): 


We have updated paragraph 28.06.a. 17. of the FOIA/PA Processing Guide as 
follows (new information in red): 

28. 06. a. 17. Refer any State Department document, whether it pertains to a nonimmigrant visa 
or an immigrant visa including SEVIS screen prints, if it bears the following warning: 

Sensitive But Unclassified (SBU) - Information Protected under INA 222(f) and 9 FAM 
40.4. This record cannot be transferred or reproduced in its entirety without the 
permission of the Department of State - Bureau of Consular Affairs (Visa Services). 
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Remember that the scanned document must be a State Department document in order to 
refer it. Consider the example below. 


Is the document scanned a State Department document? We’ve enlarged the document on 
the next page. It is a copy of an email. 

SciTsSiiS iSOOtfW?:; ^ 


f m l ;>f : 



CSB SsamM Docummts Suhfest 

Sc anmtf tiocumm ^ for' ■ with Rte kl 


> 

VN .< / V\-. >Xs\>X><‘< A »■ 'v- rf . 

<&<Ki xVvto-\ ; &* .£❖ -mx?« : ':<• **>«:% &*A *•> 


mmm 


Wyiv:**- vSv::» 
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An adjudications officer is writing the State Department and asking questions about the 
subject of record. This document is not a State Department document, and therefore; 


should be processed, not referred. 
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(b)(6) 


From: Shields, Kathy S 

Sent: Monday, April 28, 2014 12:16 PM 

To: Shields, Kathy S 

Subject: FW: Assembly of Printed New Requests before Scanning them 


1. Any internal cover sheet (ex. Track 3 Approved or Denied, or Scan As New Request, Expedited request cover 
sheet) goes on top of the package 

2. The 2-page G-639 or if there is no G-639, the request with required signatures; If page 1 or 2 is missing on email, 
send email to requester to re-submit the complete request package 

3. The G-28 which in April has to consist of 4 pages if solely used for certification of agreement signature 
(authorization to release records to an attorney or other accredited representative of the individual); if signature 
of individual appears in Block 3 of G-639 this is accepted for certification of agreement signature. 

4. Notice to Appear before immigration court document; place blank Track 3 cover sheet placed on top and put in 
Track 3 Tub in OA room for a supervisor to pick up to review and either approve or deny the Track 3 request. 

If there is no Notice to Appear but requester is requesting Track 3 processing, place blank Track 3 cover sheet on 
top and put in Track 3 tub in OA room. 

5. Other supporting documents 

6. Correspondence 

7. Fax cover sheet if one exists 

8. Email is last page(s) of the package 


The Blank Track 3 sheet can be accessed for printing at: 

S:\FOIA\FOIA QA and CS group\SOP's\Customer Service Group\SCAN AS Cover Sheets\COVER SHEET - TRACK 3 - 
BLANK.doc - place on top of these types of requests and place in Track 3 tub in OA room for supervisor review 


The Blank Expedited Sheet can be accessed for printing at: 

S:\FOIA\FOIA QA and CS eroup\SOP's\Customer Service Group\SCAN AS Cover Sheets\COVER SHEET - FOR EXPEDITE 
TUB IN OA ROOM FOR SUPERVISOR REVIEW.docx 


Your Batch Control sheets can be accessed for printing at: 

S:\FOIA\FOIA OA Room\Cover sheets template FOIA related\NEW REQUEST BATCH CONTROL.doc 


l 
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